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This release is a report of thi’ee conferences held in Sacramento. San 
Francisco s and Los Angeles. These conferences were conducted "by the Bureau 
of Business Education of the California State Department of Education with 
business. Government, end industry to verify the training needs and the Job l 
descriptions for clerk, general office. clerk-t'^»pist , and stenographer. 

Prior to these conferences a staff member of the Bureau of Business 
Education made a synthesis of the recuircaaents for employment for several of 
the entry Job classifications mentioned above. One of the outccmes of the 
conf€yrences was to discuss this synthesis and develop seme agremnent as to 
the requironents ."or entry Jobs in the office area for high school students. 

Another purpose of the conferences was to explore the Job opportunities for 

high school graduates in the office occupational area. 

It was opportune to hold these discussions to clarify Seme lack of 
imifomity regarding the Job requirements for the clerk, general office, clerk- 
typist, and the stenographer, and to explore further the Job opportunities for 
higli school graduates in certain office Jobs. 

The Bureau of Busines.? Education is most appreciative of the helpful 
attitude of the conferees in spelling out in some detail the entry requiren^ents 
for Jobs in the organizations represented. Brief consensus excerpts are 
included in this report. This information snould be valuable to school dis- 
tricts in bringing their office education programs up to date. 

Miss M. Claire O’Brien and Md.ss Tillie Neft, staff members, assumed tSie 
responsibility for planning and conducting these conferences . iC 'S Neft was 
responsible for making a synthesis of the Job descriptions in question «&nd 
presenting this L-^.^ithesis to the conference groups. 

School districts, business, Government, and industry are encouraged to 
continue to refine entry Job descriptions so that young persons may better 
prepare for gainful employment in a field of their choice. It is hoped, also, 
that school districts will continue to improve their occupational training 
programs, in office education in order to meet the needs of our ever.»e2Cpand;liig 
business '.>ystem. 



The material contained in this report will be one of the sources of 
information which will be useful in the development of Job-oriented course 
sequences in office-education programs. It will provide clues regarding the 
next steps to be taken in the study of the curriculum and the development of 
units of instruction appropriate to preparation for entry office occupations. 
(See section on "Observations and Recommendations" for future plans of the 
Bui'eau of Business Education.) 



R. C. Van Wagenen, Chief 
Bureau of Business Education 
California State Department 
of Education 
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AK ANALYSIS OF SOME ENTRY OFFICE JOBS FOR HIGH SCHOOL STUDENTS 

PHASE I 

COLLECTION OF JOB Dl^CRimONS 

V- - ; ■ . , , . ■ •’ *-'• '• 

Job descriptions* Entry office Job descriptions were gathered from the 
following %pes of Government agencies, business, and industry in order to 
stitdy the Job opportunities and the training and qualifications needed: 

United States Civil Sei^ce Commission, l&iited States Department of Labor, 
CallfoiTai'a Stdte Department of Bnployment, civil service coiamissions for 
selected bounties and cities in the State, banks, aircraft and missiles, 
savings and loan, retail, insurance, utilities, food nrocessing, services, 
construction, manufacturing, and oil. 

PHASE XI 

ANALYSIS OF ENTRY REQUIREMENTS FOR SOME OFFICE OCCUPATIONS 

The analysis . Some entry Job descriptions for stenographer, clerit-typist , 
and clerk, general office, were analyzed to determine knowledge and abilities 
needed; duties performed; personality traits, attitudes, work habits, and 
grooming desired; and speed requirements in shorthand and tjrpewriting. A copy 
of the analysis may be fotind in the Appendix. !Rie State Personnel Board Job 
descriptions were used a base and material taken from these descriptions 
i^ ifidicated in the analysis without an asterisk; additional data taken from 
Job descriptions from other Government agencies is indicated xrtth one asterisk; 
other iafoimtion on Job descriptions from business and Industry is indicated 



with two asterisks. 



PEASE III 



rtriTffTm?T)T?Tffra?G uTrnu OTrBDTrQTrwfPAfFT'irR’C! ppHM nniTPIRTilMFn'n’ _ ■RTTSTTTRSR* INDUSTRy 

rr-fcX** JLVJUIJL JL\JUJW»JL-J*.'l -*.1*.^— . ^ — 

Three conferences were held with representatives from Government,.. ., 
business, and industry. in May, 1965* in the fpp>lowing cities:. Los Ai^eXes, 
Sacramento, and San Francisco. The purposes of the conferences .were: . (l/. 
to discuss present and future opportunities for high school, students in 
office occupations; (2).. to review tt entry requirements for office jobs 
for high school students. 











StJMMAEy OF REMHKS OF TffiSLEY P. SMIT^ 

SIAIIE KCRECTOE OF VOCATIONAL EDUCmOH 

n*’; ‘ ? '*; ,' >“' v-i” ! ‘ ■• ^;AT ;THS;SACH^MENTO,OT ;; -. - v-, :••: 
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'■' — •’!<*'l’" ’*. .' - ■'* •''■ -' ,' J .i.x'- ,, '■^4'‘*' ■,' "’ ' '■: '>.- " , ' ' ' • * 

Occupational tr^ning nnist te tased upon the performenca required in the 
actual joh» Any other basis is not only unrealis-clc but it endangers the rights 

5' ^i'o^^”both^^ future .employers- ?nd- pf the traip.f^>;,- ; •<>■.: - ;' i? -riJ.';- 

“ic Since; the.. tash o^*. dete]tminliigt_^ob..performahee>reqi4r^ 
has become so difficult—and since ali occupation^ reqidrWents^ ‘ 
and future, have become* so complex — it is absolutely essential that' all c 
culian plamiingraniypoatipnal^ education involves', tjhe direct^ ^ 

^/'as^datase e. by employers. ■ ^ - 






- r 



f/i 



No longer is it possible to design 'ocbupatiop^^^^^ 
isolation from the needs of the future projected by actuai emplc^eht' tre^^ 







espe.cijJ.ly 

those who are seeking to enter the vbrk force for the' first time— are" in ho 
mannemniwerpus enough; to take care of .the employment nep.i^ of the .thlge of 

.-youths' ''r- . vy-v'-r..;^, r - : • y--. ■, ' I-- - , ^ y ' ;y 



Hundreds, of. thousands .of ypung.psople are cuirently . 

>.uheBq)lGyablei , To a- considerable degree., this unemplpymeiit is,.a'.r^^^ 
of a basic deficiency in their education and trainitjg. ,. ;^1sX4y^f‘^e!, 

if not remedied, will be carried with these you’^g people throughotft iabst of 
;*-theiriwork lives^rnot only in. the form of . hi^er rates . of but 

also"' in-the^ahaost asyseripi^ fcm of .underempipymen*b . ^ ^ , r 



For massy students , the standard curriculum ppryes their .purposes,..we:^ — 
especially those whose target of college entrance is clearly ih focus. i 



But for those who will be, going tp work, at high, school, gradimt^^ 

- tareet.-^is/rfU'zEy, and so is the curricuium that prepares t-h^ tior j.pb^e^^ 
When' it -is considered that more than , one .half the student, pppul^tipbl^^^ 
involved in this category, the problem, is. immense.. V . . .. 



„ i' ■* 




' .r-i^ '.y^Increasingly, employers must be more, spepiflo-r^d realistic^ -^^^^^^^ 

is expressly hoped that employers in' the office occupatio^j.t^ 
sessions, 'will add further to their past assistance by sharpeMng the fbeud 
;.-aup(»i;5thO' target of -employability in.-such ; occupations— so th,at the public 
schoolsrtcah provide the preparation that is es'sentiaC. fpr job. enib^^and, 
-t^hat will provide th.e basis -fprJhe acqiiisition further ' compdteh^.^^^^ 

job. As. never before, the task of .education .is a joinLjci^ 

4 « j T i bhp- ^ftRft.--cif-.-VQea tiona l _ ^education. 
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REiMABKS OF R. C. W Mjta', CBME^,' BIIREAU'O^ BUSEIESS EDUCAHOF 
CALIPDBNIA STATE DBPi^RTMEHT OF EDU^TIOF , , ; ,. : c 

AT THE LOS ANGELES AND SAN FRANCISCO CONIEOTC^S^ 
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Ths Bureau of Business Education is an agency 






* - * ^ .A > ~ 

iAlTXSlon UI J.a 5 >^x-uv;uxuu vx 

"fesi^i^'i’bility is to improve business education 
^"'Miibrhia ' ! - ' ■ 



Cslifomia State De''^astment of 'Education Its 



in 



of 

i- < ^ 
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‘ » pf ^Vs p.Qnffirenne is designed to analyze the ^ob reiiuir^®fi^s^^^ 
derk-typist, the clerk, general office, and the stenagf apher 
concerning opportunities for employment of youth now enrolled in r-^e d^ ^ 
omce- o£kr^^ ‘ ^ 

.•.;u-//j- /.';t€:.-T-- ---y — 



^ r-^ h 






, ,iEhe Bmreau of Business Edupation has the responsibility^ Of #prl^^^ 
oVer ijdoo Mgh sci^^ 75 junior colleges in this stated' 

. . . Qt .t^'Iconfferende 'iii siMl^ ones^ 

" S^r^^^ci^s CO Uiil^he prep'ar^ and' sent '^ 0 ^ School distiicts.. ^ 



tfe *^e concerned at* this conference for the 



.the 



CbX V? V^WJULV^WJt ixwvt. ^ — ^ 

dropout, and the cut**of-school youth currently unemployed. We in eaucAtxon 
are trying to alleviate some of our serious social prohxei^ thrbi^h e uca 
tiotiiV" is a slow process for ve are dedicated to educate'ialhthe . 

"amjirea of 41. the“ 'peo;^ie^^ Will you share Uith us_ some of aur:^t»n^^;^or 

’■ Oh ■ the- Other hand , we recognize that busings , Governments andv Indt^^ 

"are faced with genuine prbbl^s such as fierce edn^etition v:both rfrom. ho^ 

^d abfoad. We know you need conscientious, well-trained ^ployees wh^ have, 
a “fiad^iT lor the hus^^^ L ’ . " ^ ^ 



f 't: fC^ i 



We know we have different types of students in ow high schools 
jmiibr/coliWes* There are some who are highly motivatedv^bthers 
'listless. Many have a high rate of intelligence and have att Inquiring^ 
Others do not have such a high rate of native intelHgence 
the imagination necessary to succeed* iir business. . .. 



vl- 



to . 



It is logical to assme -that -t^ 

stHveiQW^d'tKe achiev^to of -a \forthy' goal. __ , 

progfahs must be designed toward preparing youth and adults " for -success^ 
employment. This is not easy because you must take into consideration the 
' 'interests ”afld ^flifies of edch person in relationship to tBe *^atilremrats 
for employment In specific jobs . _ ' • / “ ;' f • '></; 
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for employment in spe^ ^9^® . 

■' IHe. efe alrea^ conceited and aware of ^the hee'i fbr yomig^'-^ ,. 

well gibmded in' mathematics; English,' aind the liberal vartS*;^ We^^^t^^gs 
"■'-en^ur^e more attention' to this general educatiohVprc^^ w^^ 

' '"^ork ‘ of ^ ■oGciipatlonai..tomhliik pattern. We e3^>ec1^i^^ 
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Sheeted Busiaeas’ aad liadustry J o b Descrl bti ons for Stenographers ( contd, ) 
St enographer 

Stenograph ere are used in many of the departments pith this ccanpany. 

She is on call to ta^.e dictation, transcribe notes into typewritten copies, 
following company practices as to form. Uses electric typewriter. She cuts 
mimeograph stencils and hectograph master copies. She generally begins in 
a speno pool or in an office with combined clericail duties. On ,lob training 
and opportunity for advancement. Weekly salary ranges from $76*00 to $30.50 
at the start and from $95.00 to $98.00 at the top. Hours of work are 8:00 
A.M. to 5:00 P.M. 

Qualifications . Along with general qualifications necessary for all 
jobs with the company, she must be an accurate typist and take dictation 
and transcribe notes accurately with at least average speed. Good knowledge 
of spelling and grammar. Mental ability and capacity to advance. She 
should be able to express self in a clear and natural manner. Only high 
school education required, but more is desirable. 



Stenographer 

Job Duties: 



1. Takes and transcribes - dictation. 

2 . Performs Dictaphone and copj* typing, -including- correspondence, 
reports, etc.- 

3. Prepar'^s st<K;ncils and masters for reproduction . 

Jf. Prepares various form*i using typewriter or by hand., 

5. Performs various general office clerical duties, incltiding answering 
telephones end maintaining files. 

General Information ; 

High school diploma is required. 

Must pass a typing test of 50 to 5!5 words per minute and a dictation 
test of 80 words per 'minute. 

Beginning salary is $97*56 per week with automatic increases to $118.76 
upon conqpletion of 26 months. 



X 
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■ Most of “the jobs are for vcmen-^10 per cent female and- ^ per ce^ , 
in the branches, there are 80 per cent female and 20 per 
is a need for high school girls. Fomer employees are returning; these 
people make the best and post stable employees.- . ^ 

Our staff num-bers about 2,000; approximately TO pr cent female Md 
Our maSor recruitinfc efforts' are directed toward tbe 

;icTnl ISlool graduate who ^ trained ' 

typists, messengers, phonographers, file clerks, and clerical tr • ^ 

Qirls are not career oriented; there, are always changes. 

Selection is not Just for the beginning Jobs~we mv^t hii-e persons with 
advancement potential. It is company policy to- pr^ote from wiuhin \*enever 
possible. . . ‘ 

Major recruiting is for entry level jobs. Clerk has to have 
office skills. Opportunities open up fbr people '-^th^ know edge 
where otherwise there is no opening. Shorthshd is d dying art and great y 

needed. 

Some ccmipanies want male clerks, but there are few males who are 
q_uaiified. 

. ,We have Jobs on the beginning clerical level, but have difficulty in 
finding qualified applicants. 

' Office occupations are primarily for women, 
to work in the mail room, sorting and delii^ering m^l. 

be asked to drive cars for executives. Our beginm^ ?“• ^n that 

clerk assignments which are considered an informal trainii^g ^ ^ «v«rk into 

we Plan on promoting each young woman who is a ^ hai?teL4 ReSp- 

a second-level clerical position after one to one ^d one-half years. Recep- 

tionist assignments are made from Floor Sei^ce Unit. 

In several divisions there are always openings for clerk-typists and . 
stenographers; these are -open to high school graduates. 

High school graduates are hired as clerk-typists. A lot of routine 
jobs LSire the services of people, but people; must 

or at least computer language oriented. Stock clei..s ^ ^asilv We look foh 
coming close to office occupations. This area tooJ^lele 

persons with business administration, accounting. 

Six hundred high school graduates a <1^ come f ® ■■ 

Office frcm June to Augast. We advertise an 

instructors act as counselors in the scboo^; xn f, 

tranendous number of drop-ins. B-,cent study 2el 

spplioants-.iame_frcim.out of stat-r and. hO per ieniv-from.Jk.si^. area. 
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Job descriptions should define raore clearly the vork that people actually 
do. Definitions uust be more exact. Business and industry should vork more 
closely with schools.. 

Eighty- five per cent of our employees are union members. Openings for 
men are practically non-existent. Only position open for men is .iiaii' clerk, 
but. -this: is a dead-end position. Men go into sales positions with college 
degree . • ^ 

We en^loy more young men than women. . Because of a policy, in our company 
-to get out orders the same day they are received, it is necessary to work 
'overtime. - ,^men. cannot work over eight hours regularly. Young men Osperfi*;e 
the'Plcxow^ter in our organization. Positions for .high school graduates 
are: key punch, mail room clerk, clsrk-typist, stenographer. 

Two hundred and fifty out of 2,100 typist-clerks are hired. at the .junior 
level; these jobs are open to high school graduates. Other jobs are: r 

cashier-clerk, offset duplicator operator, tab operator, medical and legal 
stenographers. 

, ' 1 . ' - . 

In addition to standard entry jobs , we have meter .readers, which are male 
positions . We have the same number of male and fonale clerks . Ninety-^ive 
percent Qf-the hiring is at the ^beginning level. . 

All start on entry occupations; promoted by seniority. Young men and 
wc®jeA arc employed in general office occi^ations. ohift work in- .clerical 
occupations in stations and terminals are open to men. ' ■••f 

Major recruiting is for. entry level jobs; there are openiu^s ;for high 
school students. We employ . juniors in large- clerical offices. -. 

Orders for placement are filled according to employer specifications. 

Job requirements are an ideal, . not an actuality. There is reas.onable 
expectation of a clerical shor-^ge. There are immediate employment 
opportunities for anyone qualified. A large number of job orders have 
specialties, but in .general they ask for typing proficiency. 

We have 1,500-2,000 in clerical -type jobs in one area. ^ We.«re very 
successful with the results we get in schools. We are getting better students 
however, do have to test a lot and screen. Our agency wants above avei*age 
I. Q. — 110-115. We are getting a good calibre of students. 

Some jobs are: clerk-tjqjist , general clerk, calcuilating machine operator, 

key punch opeiator. There are ^0,000 post office jobs— clerks and carriers; 
over 350 positions in Southern California. Age requirements are from X6-l8 
for clerks and carriers. 



OccupationaL guide's are designed to fili a need for st< 5 CUi$ts* date 

oriented iobs. iSiey provide meaningful guides for local marlsets, infomat.on 
on future jot opportunities, infonnation regarding shortages md surplus in 
the job market/ Format of the guide includes: joh title, duties, 

conditions. In order to get job information, we study materials on 
in the libraiy, make a preliminary survey hy going to different types of 
indust ly and finding out as much information as possible by interviewing those 

on the job. 



■ We have about 3,000 ei ''oyees in the. catalog sales, of fices-and add 2,500 
more between- August and -December. Seventy-five, to eigh^ty per cent « 2 r^.^rls. 
We are -Interested in all kinds of people and all ^ilities-iio^d Mre studen s 
just out of- school if they can pass simple tests, are accurate, .and give 
attention to the-- job -required. - ' 



-t; ' . Twenty per cent of our total population is in the cleiucal class 3/^ 

are '•typist-clerks'. 

Ctorapetent typists and stenographers are in demand. Those, who have 
perfected these skills will find employment opportunities easily and will b 

. rewarded for them. " 1 

' ^ - T ^ . * ’ ' . ' ' ' . , . . • i. 

Constant need-: — >i^55 00Q employees; size and functions increasing steadily. 
Excellent promotional opportunities for office clerical employees . 

' -Wf gb ‘schorl graduation not required, but -demonstratioa. of con 5 >arable 
abilities on -written test. 



Entry level classes are: typist-clerk, stenographer, clerk, tra^criber 

typist, offset duplicator operator aid, tab-ulating machine opeiat^-)r aid, 
telephone operator, and cashier clerk. 



Classes which -could provide future employment opportunities -or hi^ 
school students if additional courses were offered to them, su<^ as medical 
o- legal terminology, or courses in operation of various machines^are? 
medical stenographer, medical transcriber typist^ leg^ stenopaphcr, k^ 
punch operator, tabulating machine operator, calculating maclone operator, an 
Offset 'duplicator nmcdiine operator. .. 
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from Conferees on AppUcatiog Bl^ s ^ 
ead 3dh P^tfsration . \ 



we discuss wuu »uu*w ‘the 



^ %T/MmAVk +vio ebeck fcarms vhich are 

^ TTV^»»w** ^ •. 



sent to their high school principals for completion. 

The new emoloyee is rated on grammar; he has to he able to comm^icate 
understandably/ Other needs are: skills, knowledge, and ability. Bonuses 

are available for typing and shorthand speeds above the mnimum. 

Shree selection criteria are t.sed; the applicant's school record, ^snlts 

of our pre-employment -bests, and tne 1 >«r 5s 

high school graduation is a requirement for employment consideration hy is. 

Most clerical jobs require typing. However, they 
duties J filing, answering the phone, corres^ndence, and specialized details 

related to the function in which the person is working. 

Accuracy, judgment, and wiUingnesr. to worh are needed. The selection 
of coa^etent employees is one of our most important duties, in^ueh as the 
efficient operation of our bank dep«xids on the q.uality of our s a. . ^ 

objective is to select those persons who have the ^®st over-aU quala^lc^^ 
and. whenewr possible, to employ onJy those persons 
advencanent. The types of quaUficatiom consi^red 

personal -charscteristics- end special 'ShilJi ^d is ' 

factor in banking is the fact that we have only o^ itail to sell »d t^is 
bank service. This means that our job is at least 60 . 

and 1.0 per cent job abiUty. Cur employees have to be 

good p^onality, possess the ability to sell themselves to the public, and 
Should have the desire to learn. 

Typing, neatness, correct format of a letter, and ccsaposing of letters 
for routine situations particiilarly are needed. 

Basic skills are 

IfTgi^\M S^nrbu^iness experience, we prefer business college training 
to a degree from a four-year college. 

Proof of ability is the production of work that is mailable. Schools 
shpulSe L^eSnts to keep skills up until graduation; in some schools 
no Ij^injg is given in the senior year. 

We are reluctant to hire stenotjfpe operators because we feel t^lhelr 
aim is to get experience so that they can go on to court reporting.. Jobs . 



10 






1 



'ismm 






mt'i mrr' ’'HAr 






\ \ * V > * ' 

We Teq«lre:toi^ school gx^aduation or si:? months* of experience for .steno- 
graphic and entrj clsrh positions, as well as basic haowledge and willingness 
to worfe for the salary. Order of preference is: experience, aptitude, 

education#;-,. ivEf^iapplicent is.’msP^e,;.the order of preference^ is: education,, 

q^titude, e:^rience; 
long-term es^loyee. 



j _ A ^ ^ A Xk A A xLTA q iyia~l a 

unXO JLD V\UUt; 



ATWpl fiVftgfc' A 



Those .-^th .t^ing sidli^W ifr5 words per minute will betrs opporb^ty :to-v - • 
he prcsoted and. trained as statistical typists, .^dipbpne operatoars ^ -.hillisg 
typists., plate typists, and teletype operators. Junior clerks with good • •. * 
hackgrounds in mathematics may he promoted and trained as compt<mieter operate^ 
and also as accounting clerks. There are many other clerical assignments to 
^ich the qualified junior clerk may he promoted. . a 



...... . . * ■ * ^ , • * « . i ’• . * /* *. • .» . .VI * ^ ' 

,Sc a good, general-educational, background .with ep^asis • 

•<^,'ji?ugirieiis- Vubjects ^d good grades in academic and business subjet^^^.^ We 
want young women, wlp have prepared themselves -for the. business wprld Ij^ting 
years of. typing, one .or two years of shorthand, English, business ruith, 
anUb^iUcsk machines.. .. ■ 



Whan“ a eienogra^er leaves her job, we replace her with a tienscriptiop 
machine operator. 



Shorthand students do . not always get a chance to use their sho^hsnd skill, 
on the. job,.: bub need.it to get t .e job. Ve^“ few use shorthand. However, we. .. 
find a good stenographer can puncture, spell, is generaljly more accuiratSv f»d. 
is a better^ typist. Shorthand is a screening device; we feel we get & better 
qualified. girl. 



Persons who are veil prepared will be considered. We do not stop at high 
school or junior college. Only people who make the top of the list will be - 
considered. 



Bi^lcyees do not develop skill on the job; they need it to get the 
Inquire high school diploma. Peoailiarize students with standa r d types of 
application blanks, and the proper way to fill them out. 



job. 



We do not require a high school diploma. Applicants have to be able to 
operate miscellaneous office equipment such as offset duplicator, booteeeping 
smiChines, etc. There are one thousand on the eligible list; we have 40,000 
e^loyeeg* Schools should upgrade typing speed to 60 words per minute since 
most jobs involve some typing. Application blank is most important; prepare 
studf* I T on how to fill out the blanks. 



Teach bi(* school students about as many businesses as possible so that 
tb«^ uiU knoT shat they -want to go this viU make them better sppUcants. 



The toertance of the first impression that an appUcrat for ^lo^ent 

h^fc«c TriM.«jqTUMglng..tor-naJntervieu-caihu>tl)e-OTeremphasia^ 
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nov that jobs a-e not as plentiful as they have been in the past. ^ 

only includes dress and deportment, but thejapplication for ^ 

I sxu’d that you are aware that a poorly made application wxjich i P 

caa -dersy or exclude an applicant from proper consideration. - ‘ ./v r. 

At our inst£j.l. on most entrance levejl clerical jobs require some degree 
of typing ability. . i 



We may spend too much time on skills ; | teach them how to apply for a job, 
how to tal 'but an application blank, and how to se^ their abi . * - ^ 

should fkniliarize them with standard types of 

students who'cah type 4o words a minute a^e unable to go out and s-arch. 
iobs. • ' ■ I . _ ‘ 






We vere uuzaled with the fact that Some girls were able to=^t.r^sact -husi^0Et 
over the teleghone with dispatch and witjiout raising 

■with the cust-mers'. Other employees who were just as ImoWiBo^aoie,- y 

just as capable .‘-were -having considerable' -trouble in eommunicatiw' 
in answer L been' found, and it is nothing more than 

The voice which is iamattire and of a higher tone has great dimcu^ g ^ 
the confidence of the customer as contrasted with the more mature type- • ^ 

You .might add to the list of what to teach high school students the need f^or 
teenager' to talk like a mature adult especially on the telepuone. • 



r;'. , 



Eecousncadations from previous employers are important even tho^ 
wae oart-time or just for the summer. Apparently, some students oelieve-.t^^ 
work* records in this type of employment do not coimt. ^e truth is just th - ^ 
opposite even though the prior experience was not: in Office work. -- 



\ 

\ 

\ 

i 

Coments from Conferees on Knowledge of Fundamentals— for Genereq Eteation 
and Business Education. 



The most important courses offered in high schools are typing^ shoi^ha^ d, 
and business math. We consider grammar, math, spelling, and good, rtngxxsh 

r>~p primary importance. We would like to trade emphasis on skilis for 

the eaphasis on fundamentals. 

The important skills are: handwriting, spelling, math, and good English, 

written as well as spoken. Students should be able to write legibly, to spell 
correctly, and to figure math accurately. 

Schools should give four years of general English; emphasize English 
applications, and include public speaking and business English courses. 

Applicants need spelling, acceptable knowledge of grammar, and punctua- 
tion. Everyone will have to work with figures. Seven out of ten pass a 
seventh grade arithmetic test. Arithmetic is the biggest bugaboo with 
students. They need spelling, too. 

‘ Our research study on, ’’Why People are not Employed,” shows the following 
reasons J they cannot spell, do not either write or speak good eng^,sh, and 
do not possess math ability. Basic fundamentals shoiild be taught in the high 
schools; re-emphasize them. The coa^any has responsibility to teach, too. 

One thing we are not getting is the knowledge of Eaglish, grammar, and 
spelling; need to know how to apply these. Math cannot be emphasized too 
strongly; include use of computers. 

All ask for basic skills in spelling, grai'miai'i math. 

Reading ability and comprehension are needed by those who plan to be 
trained as telephone operators since training is now given by progr^ssned 
instruction. 

Knowledge of format and composition of letters is needed by secretaries. 
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Comments from Conferees on Business Machines* 



Knovxedg'i of the vise of comptometers, 
duplicating machines is useful. 



CSiXOuxSilOxD 9 



ua«.'w»xjku.»*%-w ) 



avk/l 



Key punch is on the way out. We found that a key punch operator has 
Tnarmai dexterity which others do not possess, and this dexterity can be put 
to use in other related work. 



Students should be familiar with brand names of machines as well as 
technical names. If someone asks them to operate an A. B. Dick instead of a 
mimeograph, they are lost. 

We will hire high school trained key punch operators without experience. 

A girl can become accustomed to an electric typewriter in one day. ifests 
are given on either manual or electric. A hegi3sning emplcyee usualxy gets a 
manual typewriter on the Job. 

" ' I,, 

As far as training on business machines other than the typewriter, we 
have little interest, in any other one than an adding machine. We fee.*, it 
is not necessary to train a girl on the transcription machine or eojy 
machines. - A q^ualified girl can pick vp these skiiis on. the Job. A cocpt^eter 
operator heeds education b^ond high school. 
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Commeiits fr ont CoDif on Pers6nal.i*by Tyal'fcs » A’b’ti'b’udes'a W ork HaTji'bs ^ find 
CKfooming Desifed . ■ - ' 



* -r-»; * . i./ ^ ^ 

Office workers should be willing to do some housekeeping duties ‘^d cater 
to the boss; should give extra help and be able to get along with others. 



^ t ^ 
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P—PLEASING 

A— ATTENDMCS' SHOULD BE GOOD 
•. L— LOYA£^- - 
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p»» .pXeaBing in appearance . This includes such things s^' pi^p^i* make-up, 
hair-do and dress for an office. 



1 



Pleasing in that she is cooT>erative . She should get along with the 
CO— workers, supervisor, and others with whom she must wofk. ^ 



• r •• t* 
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- Pleasing in that she - does hot gossip, spread nmiors-, or ibse her temper. 

r,A«i-Att endance . She is at work every working day, is alw^s Oh time, does 
" not take more time for lunch then is scheduled, ^d works to the end of 
the day. She observes proper health care to attsdn' this. 

S — Loyal . She takes pride ih her work. Ifoes her work correctly the 
first time. Gets instructions before procedlng, if she is not 
5 • . cert^n of how to perfoimthe job. Be cognises that she is important 

' ‘ the company and that her wdit: is iisjportant to its suecesjs. Keeps 
bu^, looks foT work rather thah co^ts. Does more th^ ii required. 
Ihlnks as she works— does not do her work like a robot. 

Being a P A L will guarantee success on her job and eveati^ pr<MOtion 
to more responsible assigmaents . 

During 'the interview there is another rsouiremsnt we stress bnd that is 
a mature business attitude, which includes;" ability to get along w?,th others, 
ccmiing to work reg'ularly and promptly; devoting full skill, care, effort 
to the job; Out 'of 210 dismissal^ Only one was for lacJc of skill; others 
were for inability to get along. ■ . -i*;o 

■ -*■ 'We require maturity and adaptabi/-ity— employees work in a yarie'ty of 
settings, from' normal office setting, Such as Assessor's •'pff^ce, to' a war^ at 
•General Hospital. ' 
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•High €»otional tolerance leves. is most important and. persons in positions 
Such ks' phbhographers ’ do have to have a great deal of patience, as work c^ e 
rather boring. Cheerfulness, willingness to do more than is required, willing- 
ness to do some housekeeping duties are added traits needed. We want dependab-e, 
reliable employees .with good attendarice . 

The ability to get along with others is needed. In 90 per cent of the 
problem cases it is a question of attitude. They must have an^ understanaing 
of what it takes to succeed on the job. 

They need to give eight hours work for eight hours pay. 

The business world revolves around inter-personal relations. A cooperative 
attitude is important — no employer knowingly hires a troublemaker. Employers 
want reliable people working for them. In a large organization, more attention 
may be given to , attendance -and punctuality . records than in school. 

Business shares education’s concern over proper dress. 

Young people • should be • taught the rule , "A day * s work ^ for a day | s pay , 
and what it takes to succeed. *J?hey shoxild have a feeling of responsibility. 

Give- us someone who has the desire to. work and who has a- litfcle loyalty. 

. . We stress mature business attitude, abi?d.ty to get- along with others, 
promptness, regular attendance, snd a willingness to devote fu3J. skill and 

effort to the job . . . ; 

Off ice. workers should be willing to do more than is expected and required. 

They need to change from wanting, to receive a .pay check to a good attitude 
tcK^’ard' work.^ . They have ch^mged from, wanting to,- work to wanting to receive a 
p^. check. Weed to .re-establish this attitude toward work. 

Dress and appearance need to be taught to young people applying iOr work. 

Efe.ployers ask for good grooming. ■ - ^ 

, Girls should be told to watch their dress, hair-dos, and makeup for the 
Office. . . 

,\ . i • . “ • * ■ ' ' 

p 63 rsoQ.* hss to 1 )g wgII Eppss.rsuC'G,* 

Some things are needed which might be considered frills by some educators. 
One ingredient. is needed— the adjustment .to the business: and office v-environment : 
clothes, attitude, speech, compliance with rules and regulations of the office. 
These might be included in a charm course or an elementary psychology course. 



In order, to 
ve give them one* 
attendance. ®ie 
majority of them 
up. If they are 
pay. This could 



induce tetter attendance . and keep our employees from leaving, 
■half day off for e-'/er/ month that they do not miss a day of 
emr" iyee cannot save up more than five days at a time. The^ 
take off the time as soon as it is earned, and seldom save it 
neither tardy nor absent , they can earn a half day off with 
add up to a week off with pay. . ' 



We try to determine whether the person will fit into the husiness. Weak- 
nesses se^ to he attendance and .citizenship. 

Casualness may lose a jot for an applicant. Youngsters. need to realize 
that sincerity and a desire to serve go a long in helping them to secure 
their "first Joh and subsequent employment. ■ . ; • • 

gownwan-ts from Conferees on Sneed Bequire m ents. in Shorthand_and Typcwxj.'^ing .. 



!l^ypewriting rate is 35 words per minute for. a typists for , a stenographer, 
k3 words per minute. . Shorthand speed is, 80 words pei: minute., 

Minimum typewritin^f rate is Uo net words per minute with 85 per 
"accuracy on 10 minute timings; shorthand rate is 90 words per minute with 10 

errors ... ■ • ■'/ ’ . ^ . 

Typing, aibllity is recognized, and we will give additional 
for a girl who can match the top speed in typing. In shorthand we will .give 
a bonus for a stenographer who can do better than 110 wor^ per minute. 

(See .Appendist for detailed information .on the bonus plan.) 

Forty- five words per minute is our typing speed; shorthand speed, 80 
words .‘With high accuracy . Spelling , punctuation , and proper sentence ^ 
const inict ion are equally important. 

Typing speeds are h3 to 6o words per minute; shorthand , . to lOO words 
per minute. 

- Typing speed for stenogrepb'^rs is 55 ’.words per -minute; shorthand, 80 
- wcxrds- per- minute-;. For secretai'ies typing speed is .60 words per .minuuev^ 
"shorthEand,- 90 words per minute. • ' 

Typing speed is 55 wore n per minute; shorthand speed is 80-100 words per 
• minutev • ■ : 5 - >/ •. ■ , * : ■ 

, ' . ; 'T t ‘ 

. Mailable work. Is the staridard required. Those with high speed •mo'v^ up 
■ rapidly. However,' they do not need hi^ speed for en^ry Jobs- / .•- , 

Fifty-five words per minute is the typing speed required and 80-85 words 
per minute, for shorthand. 
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Typing speed is ^*0 Tvoriis per mintrbe; shorthand is 90 words per minute. 

A transcription machine, operator who spends 50 per cent of her time transcribing 
should have a typing speed of Uo words per minute. 

Comments from Conferees on Employment Tests . 

On the math test, two out of five pass; on the filings test, three out of 
five pass; on the grammar test, two out of five pass. Fractions sefin to give 
the most trouble on the math test. ‘ ' : • . 

Written tests as well as proficiency tests are given plus an oral interview. 
People who are good typists or who apply for stenographic jobs do better on 
clerical tests. We are trying to anajyze our tests to see if th^ are good 
tests--does • oinr written test really test for the job. We iise- jin 3 iors.^in seme 
classifications; many are juniors by default— come into the business world 
later in life. About one-third pass the test. About 20 per cent who are on 
.^the list get jobs. We place mostly on the intermediate leVeli Applicants 
are disqualified for difficulty of getting . along with others and for a poor 
attendance record. 

■ Bach year 25,000 are tasted to employ 5 ,000. Recent test in high school 
typing showed that of 800 taking the tast, one-half passed; on the written 
test, 60 per cent passed. About one-balf take the shorthand test. Our needs 
have not been at the junior level. -Mostly ^eacp eri - e nced-,- skil l t^ .^older' people 
* are wanted. • . ' - • - 

We give clerical , general aptitude , vocabulary , and math tests . We are 
delighted with the average scores on these tests. 

Some fi3:ms include proofreading and trsaasposition of numbers' in.jyaeir 
tests. ■ 

Set standards to get people we need. RaJ.se standards whsa we don’t need 
people, lower standards when there is a need. ■ 

Tests cover three ereasi vocabula 3 :y, math,:.and clerical aptitude. We 
prefer not to select -new employees from those that get below 40 per CQ 
their cest scores. Require higii school attendance record and cit.isehsbip 
record— both are very important. 

We have an annual recruitment program; tests are given by teachersvin 
schools . It is from these test scores that we select a great nui'iiber of our 
. employees* They are placed on an e?.igible list and selectedr-fpc^^it.* We 
get as many m. 1,000 on the list. Test includes vocabul^, math> aud-^erical 
accuracy. 
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One of the more important reqiiirements is grammar. Our test is 10 minutes 
long and contains hi total errors. Applicants m, ark the number of errors 

they find. 



All applicants are given a vocabulary test, 

.and a battery Of clerical aptitude tests. * 
is. administered to IBM operator applicants. „bkij.± oesui, are given to tHose 
applying for jobs as typists, key- punch, operators, phonographers , an : 

_ .j ^ — , ’ 1 4*T.Yi«4 ay^a ol ar\ Cr^.yi^Ti Sr snellina test. «... ; •- j- 

The raw scores for all tests, other than for skills, are . converted: into 
stanines( ’’standard nine") which show the level of 
related to group performance. Our minimum cut-off ^eint^ls i^t^ 
rmidclie *40 per .- cent (when group performance by high school graduate .,■ , .. 

as-.'a> bell- curve) . - ' ■ ' " 






■ donnal High n obool Recruitaaent Prpgrm- 
stenoiFaSier. Wa send out a spoci5:”ritten tesVtOiOver 
the Countv. Teachers administer the written examination which tests 
mstical abUity, numeidcal reasoning, vocabtlaxy, and 

per -cent pass. ®>e teacher then rates thd students’ ^^yPing ^a/or,shortmd 
speed, -ae teacher fates each student on social * 

in office work. ' From- 'all these scores an eligible list is proved -with as 

many as 1,000 names. 

•'■ 1 ?iM.dr Recruitment ^ There are three divisions in 

prbfca^: -'written test--voc^uiajy , perception, speed and accwax^, e c. ; 
skills test— typing and/or shorthand; and the interview— ^ocxai • skills , 
appe^ance, and interest in oifice wors. 





three coafers'^ces ‘ •^‘epr^sentati'^^^^af'from 



‘^?SSSt7'b«iIisSs,-aid tiiOrntry^, thars ample -procf of 5o1^‘op^3?tunities 
fox* qu^ified: high School sttiaents in ent^ office' .’^ohs, ;Tb.e participants ; 
at the- cent ereil&es:.^^re lof tM -^oplnion that rthe ^alysis and* synthesis made 
by the Bnreeu of^Btfeine^s Sducation'v/Jf^^ielectedv^ob descr5,ptions for'three 
entry office Jobs — stenographer*, clerk-typist, and clerk, general office— 
Very' ooiaplete • • ■ ' ' - . ■•^ ■- • i-i' ' ■■ j “’ 

C-? '.p ‘ ,’■ ' •'•»^. r-' !!; i’;.- ■ • . ■-'■ • V-v •, bxrf ■ . ;yf.' '■’ 

leed for •^Fundamentals * ': Coimaents frornrhiBinessmen .indioated'ithat schools >• 
■'gOneralXy do an* acceptable Job in teaching thei skills , '.'hist need ^ to 'find^v^s 
to reemphasize the fundamentals. There is a continued need to ,give.i prime 
attention to improving reading, writing, spelling, and simple fundamentals 
of matfessiatics Perhaps a mbre . conGert'ed.jJpint . effort yith: are^^of 

■ education’ ''should 'be expanded- in this- dire^ion.- - - /••■/ . ■ .• ■ .>- 

■ HeC'^’^^endation* ; ^ -Business .educaticB should bring the needs. business 
. . tov-the attention. :of the Jkiglish,.mathematics.^;;^d. couhseli-ng d^a^b- - - 
; moats- tor;a^grea*her '.extent .than in .-.the pas't I and ^sfeou3,dj share .findings 
-..i J:ts£ reporbsrfrce.'busimss, :ihdust^.,..a^^ Goyernra^t conferences. y -- , ;■■ 
publications, etc. O' - • •- 

: :As a result ;Of th^r thrq^; coafereaces , .it ,sTigge^;^d th^t- a.^ei^^ 

; . leours.Oiiin basic- • fundamentals •Qs'J-the senior. Id'^&l. ; ;W:^^:a^.s.e 
.that ■■‘Sam schools, ’are .doing: .^this np^. 5.-^ • •. , . ; . -.i ", ■: 



CurricTslum Improvement. There apparently is a feeling on the pajrt of s-tsae 
h’ 4 ^)inessmen "and educators that seme of the educational programs /are not 
realistic in the light of continued techn.ological chasage. 

Recommendation , It is recommended that business , Industry , and 
Government mSe it possible for competent scicretaries , stenographers, 
clerk-typists, and clerks ^ general office, to work with the Bureau ^d 
selected teams of teachers to assist in the improvsiaent of the business 
occupational curriculum. 



Plan of the Bureau. The Bureau will make arrangements with Government, 
business, and indi^try for teams of teachers to observe and interviet? 
office workers on the Job , to take orientati-oir training coursesifenad tcr-take 
e pl.oyment tests in order tv build and update the currlculuni for Jo 

training programs. 




Plan of the Bureau . The Bureau of Busintjs Education plans, in thij 
futixre7 to have conferences for BngXisb , matheoatics , and business 
education teachers to work out ways for closer cooperation in the 
occupational preparation of high school students. 
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,v - , .s • '^r . » , , '• " v^ ' ■ ^''‘r. s v^'v'‘i’''C/v‘5 

,A ^ Joli-oriented Course Seaueacea . Moye emphasie . is 

oriented course setiuences since the VocationaX Kdi^cst-ipaal Ac^, A 

sequence should insure that a student will take certain courses needed for 
an entiy>office JoW- ;.,• - ."/.v' /.. . 

. -p.' , ■'. ,;,4; '.CfV,’' • .''* ■; ''■ • ■ ■ ■ - ■ ■'■•T’-'. : ' '■ J /'■'■, • L 

Recciamen^tions . The three conferences report a need for more training 
o-., w - jiij. Job- gropmng and. ^ob; interview techniques. , True^ 

; _ a ^ft iVh 5o f»-h matters hut perhaps we are not reaching ehou^- stufents « 

y . . Jc3p.Q:^ng v'thpough on the job sequence on the part of biasiaies^s-educatlon 
j,.jA ,jdepa 5 rbm^^ counseling otaffs for students would laa^e 

more effective for a larger number. ... _ ^ 5ru 



government,- business/, and Industry should be madej^ag^e Qf^>job»^ ^ 
course sequences . Certificates of completion for 3ob~CGxh^ se^qqe^ces 
ml^t be given to students. 

Shorthand. ' The opinion was expressed by a number of partieipanth 
conferences that a knowledge of shorthand is used as a screening device, 
aM jqften. the.giris,v'3bi^dted as stenographer's do. not take sho^h^daOUi^^ 

1 jk feel that they c^ get^a/oetter qualified girl 

one who has had shorthand training. 



.•-.ftxr.'i -7 



Heccgaitend-ations. . „ 5 usinessmeh#h<>’‘ 2 ld be jaade aware '^f the.'i^^^lecords 
k5^ on students in the attendance departments , in the 
offices, and by the registrars. It is suggested that schools have 
^appferenc^s .for businessmen, v^ich would, include -visits to: 
mentio led above and talks by those in charge. 



•- ... 7-, ;• • ••" - 'V.,..'.'- .-7 

-..£&e: accept school ce:i^ificates for eilii^s^^^ 

shquld jfork with , business and J;nii^ti^j 
, to accept tbpse, skill, certificates, .and, in addition, hail :pn - 



.SChpois fpr, attendance records and test, results on standard teqt^. i 
. Kir, +.K». nrtnWaAi-irjcr «•}*.« f*-f« -In tMs Way business ^quld 3© 



'3 coinispling staffs,.- 

*C^jbudents.,recom^nded the schools as, good potential pffice-^prk,e3^:|' 

saying a great, deal of .time and expense in: testing; j 
; ,\^ince;£ give tests, similar,. to those given by counselors. ..vn;, ^ 



' iy c? 






’Typing. ^ Lit was,thpught that in many cases students lost their speed 
time they applied for, a job,,. because they had, taken their typing coisrsesrpn 
the sophomore or junior levels. 






. Recomaendation .- .! .■ Scgne provision should be made for\students 
xar,vi;r > take Becret^al or clerica3, practice, courses to keep up their 

the^- aenlpr level,..,- ‘ -t 



Slee trio. vs Manva?^- . ,'^pst, .businessmen ..were of , the, opinion thati.a tjrpijst could 
^.;,.jC 5 onyert. f^ electric, typewriter in, one d^'. Th^. stated that 

"the'^ giri in the beginning job usually gets a manual l^ewriter . 



»‘C 
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Re ^iicgamendation. Where training is ^iven on electric only 9 

• i^e ]^t^^sion shdiil'd “be isad^' on th^ ’senior .level 
' c/n %fc€‘ii^n^ •before' gradtiat£oh» ’ ’ ‘ ' ” " '■ * ‘ ' ' . "~t ^ 

-n'/yl." 'i-'’’"’ '• I '>"■ ■ '-' ■ ’ i~‘-' ^■■* ' ■' ' • - *-■- ^ 






«:•£».<:»■ -5 ,i--:- -nvyt; •• .* > ■ ■■ •••■ ■■ ’- ; -"-■-- ' - ; - • 

der leal Procedures » Conferees made the comment that msird and mbre- th# ’ ^ 
SenSral office clerk is required to have an acceptable typing speed. 



f} 



Suud^auS" 'fc^x3g cXsl^xcaX praci/icfiT coviysps ^lx6uXd Ixavo 

1 IWII W I H ■ M il ■ II w I I'M ■■ ' ■» , ^ « It _ #k 



'•** ■'•'{ 



tpxi^atK' +<i«N-twcr •?« +jn VlCsfwftTn'n Of 

' 'UlVA'^ wi*.ai* v»tjk>» j %.««. wj. •<*■» x"-— — — ^ — ~~T "Z~~ ■ — 1 r~.~' * 

--‘r f- :x.'^eed'^6h‘e‘lk*aiglit copy* and prodnct'fon ty^hg. ' If 
^ ; .;:i-.<6an'-'We ^Wpped* up to • give this t3^e* -'c^;;i¥aihin'g, ihen';bhe’ ye^^-w 
• be stifficient. ' • ‘ '■•-■•' • • ' ' ’ 







iniante to ten mlnixte 
nkniate . ‘ ’ ; ''''': ■’ 

^ 'i jf f ' %w ^ f '* 

(See 



In one firm 9 above average rates -vrere regarded V2>th bonuses isj pay. (See 
App^Mi^ for<^'rateS^%n'd bonuses/) '■ -»•. ,••■ - 



y>^rr 



•Sl^ridal Wst'Sc^ ’ Appli cants ' vhc- sire good typists’ those 
■Bt^o^apliic J'obs do better ’ oh clerical tests ' deOorMng ' to sm&- ‘colter ee^O 






’'if 




0t^^^~ds « MaiistiV’copy Wah' stdiied as the 'pr^^^ satis factbiy *w6^. 

A letter received from one conference participant states: "Follovii^^ the 

confereifc#^'''Ve had a nmbef’ pf 'dlscimsions ne^e on the' geher^'^i* 

high'^-school st-adehis' fdr the bd^ihess vofld. ; One ifbiW^that 
came gM; %f tk^ may indicate ah- area ^ere' btisinWss. coUld help s'chodls. 

It is proof that ' tke dtmd^r'dk s$t 

teabhers coincide Mth -'employers reqiiifement^ in 'shbit ^ what 

tl^skhdbls ^each is■>etl~g^p•Qnd^ and Is iibt ”ivo^ 

Many high-schCol students visit our. office with school" tow^roups. 
We have noted- 'expressions of ' suipf iSe on' thei-i* part , fdr '^exb^ple* -wnen they 




Recoiam endationsy. As stated in the abpye paragraph ,, s^udent^ ^ 
ffiadb kbnst^St^" aware’ that wha't is' ’ejected ih’ school ^al's'6''e’J^ected 
■’''6k- the' ' ^6b y ' more busin'ess litkra'irure , ;Job des cript^bns , ’ JOf^-rating 

sheets, employee handbooks, emp3.oyes records, and 'forms* plus office 
•hours , "busiTiess speakers , observation office programs , ^d york—^ 
"'%lpeHen’6‘e'prCgr^b we can iacikde in.xhb"’busihbs^^ 

' th§^’hett^r ■’we'^'td.ri be" able to impress'"QTk^ what^ls^j^b^ed 

of them'bn'the- job. '»■■•■'■ '■ ■ ■ ^ ■ 
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Advisory Committees . In order that employers may continue their Interest in 
mi&ing suggestions for improving "business education programs, thgr must he 
given an opportunity on a continuing basis to observe the educational 
techniques vhich are used to achieve the objectives of business occupational 
training. 

Plan of the Bureau . It is the plan of the Bureau to appoint a State 
advisory committee from the participants at the three conferences held 
in Sacramento, Los Angeles, and San Francisco in this field of entry 
office jobs for high-school students. Business teachers, counselors, 
and teachers of English and mathematics should be members of State and 
local advisory committees, as well as members of the administrative 
staff ^nd forriier students on the jobs 

Suggestions for Additional Workshops in Business Education . Workshops with 
hone economics, industrial, and agricultiire education teachers sho\dd be 
held to develop combination job-training sequences. Other departments of 
the school should be included, too. 

Business education should have school workshops for representatives from 
Government, business, and industry, so that they can beccsns familiar mth 
coisrses of study, instructional materials — including those from Goverement, 
business, and industry— and audio-visual aids used in business-education 
programs. Ihese workshops should include observation programs within the 
school— the business education facilities, eqiiipment, placement office, etc. 
the attendance department; and the counseling office. Records kept for 
students, tests j^iven by the counseling office, and Jjo:&>rmation on students 
available to eu^oyers should be stressed. 

Other business education workshops with the following groups are suggested: 
principals, counselors, and teachers from elementary and junior high schools 
mathematics and English teachers; representatives from Government, business, 
and industry* and teachers of mathematics and English; high school 
counselors and administrators; office workers on the job; office s^i^ervisors 
and training directors; professional organizations in all areas of education 
parents; members of school boards; and representatives from Govensnent, 
business, and Industry — to develop resource materials. 

Assistance from the Bureau . The Bureau will be happy to give assistance 
with the workshops. 
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M MALYSIS OF ENTRY REQUIKSMTS FOR SOME 



JOBS IN THE OFFICE OCCUPATIONS FOR HIGH SCHOOL STUDENTS 
(FOR RBiniEW PURPOSES ONLY) 



The Sts;ie Personnel Board Job descriptions were used as 
a base and material taken 'frdia these descriptions is 
indicated in the analysis without an asterisk; additional 
data taken from Job descriptions from other Gwemment 
agencies are indicated with one asterisk; other informa- 
tion on Jot descriptions from business and industry is 
indicated vith two asterisks. 



CALIFORNIA STATE DEPARTMENT OF EDUCATION 
BUREAU OF BUSINESS EDUCATION 
T21 CAPITOL MALL 
SACRAMENTO , CALIFORNIA 93Qlk 



MAY, 1965 



S^I 2 SNOC 5 HAPHER 



STATE PERSOMKEL BOARD • ; i- 

«OTHER GOVERHMEKT ASENdEB 
♦^^BUSHSESS AND INDUSTRY 



KNOWLEDGE AND ABILITIES NEEDED DMES ( CX>NTD. } ' 



Aptitude for and ability to perfom 
tical s.ienographi c work 

incinding ability to follow oral 
and written directions’ ' 

. = Willin^ess to fcili’ow a prescribed 

.i'5-ipo‘utine '' 



'>!*®acercise 'sGiae independent judgment 
**Ablli'^' to 'cbnceatrate 
t*AbiHty to -work rapidly 
■^^Acoustical tAcuity '■ 

♦^Cooperation .with' others 
♦♦Work govCi^'^d ■%' -stenogf apiiic 
ic -probedufe-established by 
>"c<aap8iny and riot closely 
supervised or checked 
^♦Rapid 

♦♦Skill in coioposltion 
♦^^ill in verbal expression^ 



-r- : ::>i>^:.J‘DUTi}E^ 



T^e^ dibtati'dn- smd tf ^scf itfes 
! Cbrrespfendence " 

- Raptfrtsf' ’■ ■■- • ■ 

Memoranda 



Other 






May ttse tr'enscfitJtiori macSiiie ‘ " 
«Uses shorthand or stenbtype 



♦♦Records tiJiie, place, and person 

requiring stenographic service 
♦*Tra]^cribes using required stationery 



Handles mail 
Receives 
Dispatches 
Distributes 

♦Maintains mailing lists 
♦Sends out material — letters., 
reports, etc. 

♦♦Opens, time stamps, and 
distributes 



♦♦Recor(fe over-all t?ne spent 
-■^-seiyicing individual 
♦♦Assists phonographers and ■^’pists 
when work load is hi^a^ 
•»Kcta±iQn fr<m-,CBe o^.iijre persons 



i ■ 






> - '3 * 



!QfpeS 

: ■' ^i'etiers^ . . . ,, ^ . 

‘ _ Rbughr.dra^ ' MteHsls 
Other foimri documents 

. \‘*r* ^ ' •' 

Prepares stencils and other 
duplicating mati|ri.qls 

♦Sta,ti^tical./^abl^s,^ 

' ' ♦♦Statisticei^i-^ports 
♦♦Oral .and .fji^ppyli 
■ ^. ♦♦Cpts . stencils Hfsctograph 

. . • master copies 



Uses fol-lowlng machines 

May operate .d^Xicatpr ^d 
other ofSceJequipm^ 
♦Addi:^ macidh® j 
. fA^(^e,ssograi^ - .• >*; 

^rans cribing . machine- ; ? 
♦Calculator 

♦Mimeograph: ^ and,- telew^i;-. -> 

, ;..typ,ewiiter::i ---i 



Servfs. as receptionist 

•Refers telephone calls and 
visitors to appropriate 
staff member 

♦Furnishes desired infoma- 
tion when necessary 
♦♦Schedules appointments. 
♦♦Greets V3.sitors 
♦♦Keeps tickler 
♦♦Takes messages 
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STATE PEPSOmL BOAED 
MOTHER COVERWmiT AGENCIES 
«»BUSINESS' ANE> INDUSTRY 



STENOGRAPHER 



' ' , J V. • .' 



N?-;. 



‘.; t DD™S (CQMTD.) ;• 

TljLepiioije , - ,j„ . - , 

^ *'*Ans^ers'^ , 

*Re‘f 'calls io proper source of 
information , .. 

^Answers , routine inquiries 
^Operates \ 4' ‘ sedretar^^ switchboard 

.. . n " work on PBX 



'■ !:. 



■ Eiies •■■"'* ■' 

Files materials acjdb^^QS 






spec^fij^ii’prbciedtu'es 
*M^niains^ » records 
gmd ‘indexes* 'i^ 

' ‘ " ilbkller ' syst^^ 

>~#«^Xes VortV^ or- ass^bles 

^ " material * in alphabet! cal 

or numerical order 

■?:;o : .'i ' . ■■•■■*' -Q-'r'-''' 



V 't-vi 

.Z N 



’ Keeps rebor 

- xrOST/S ' 



■ds 



Keeps "sifepie records’ 
^^Boes simple bobidceeping 
»^Coilbcts daik- ' 






Prepares repots 

Assists" in ‘ preparation of 

reports and statistical 
‘ stnomdries follo^ih^- 
•'• - ^ ^ detailed instructions 



c : r » , ? - 






■ . , - DUTIES C.gQl!j[TB>-). 

Other duties ’ ; • 

^ay supervise typing ibr cleri cal 
work of employees assigned 
.. ; to. assist in ;^heiw 6 rlc 

•*«Trains and instructs; hew * " 
employees sb xdiirtest^' 

**May post . or record cdat a =^thout 
, changing the fom . ' 

*-**Mey perform computations ’'^ ^ 
r subject to iimao^Siate 
checktior balance 

.! PERSONALITY- TI^Tg.>7.-r 






..i : 



**Initiative 



SPEED' REQ.UIRE14SHTS 



Bhorthmdr^ZO, . 
Shorthand — 8p. 
^Shorthand — 80 
with 90% 
Shorthand — 90 
*^horthand— 8Q- 
...minute.. 



•Hrprds .per minute 
words- .per.:hiinute 
words : pen>minute 
accui’acy:,,77i 
words pf^'-minufce 
-100 5fpr^ per 7 . 1 



•!•.., t , ; -■> . ' 



.» i'i 









Hi 



I'., is; 






;■., >ut' 

I . J S V* ^ V"'*-' 

‘ -.i 

7 ; -’-.u.'JV*' 
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■■ k^jr-:^VA<Laas5!.*^^ aL-Sl’g^-^V-^ 



Selected go^rmeat Job l^Qcrlptions for g^ten o grsphers ( coxxtd. ) 



6'btaiteS’ .of S^ar^sm^^ Cojdt^Jbleg . : . .y C 

roirtes to coh Order Clerk for nece?ssa3y actioa* - 

jt.-' ■.::fil'.>' ‘fv’’' i ■ •7 'ij- 



■'I*- ,.■>?•;' \.(2: 



.' ‘ .» f 



r** * 






M^ntaliEs lsj**pregress information* Mistse®: d«^t 



'off repaid* ’wQxfe statijs on orders isirjif ogres s.x 
feedback from Jo’b Order €Ierk on progress of ¥Ork orders =..% .-, 
and/or delays aatic-ipated or encomitered. 



VA.r-t.'i'^ - •_ /T 
'TV 



.,:.iU 



t ''^hop -labor f ’and coet^s 'pefiTsOfk <g?der-.* - MaintaSnd *^^*' 
r^i^rds df ■ ,1^^’ labor -and mSteridi -eost^‘=e3cpended'<sn'^ <: • 
each work order for reference use in work scheduling. > • 

Checks feedback infoirndtion gainst work orders for 
adcuracy 5 'and 'posts data to 'p:#dp-er 'acbdUsts'» ' Make's •• - 
±ils- searclifee-^to develop parts ^ shop -mateiri^- and' lab§r 
costs attributable to particular type equijsient. Assists 
Job Order derk as necissaiy^’ to Baintai‘h*^rkfIow, 



Performs other duties- as. assigned. 



Defljaitloa. Ikader super^sion, ta dd- simple -Stbuogr^hl^ l^'S 



s»v4?i:s* 




rfo^ing related 



-- -iVV'T 't ■ 






Job characteristics . The class of Junior Stenographer 
andjtraining class for persons who wish to promote in the steno^apher series. 
^"'Ii|ij^^icyee 'el^s works '’^der dctailf^d si^ervisioa- 

oh-*ihe-*4o^ ih'^lhe steho^aphic and’ clerical practices of tlie 



\.^r- 






■j^ ^ ^ 



’ ‘i/picei talkbl " l^kes and transcribes dictation consisting' of l¥it*ob|^^nee 3 

-v:- '■'■'a' -It,- _■) i ikj-*. 



t^pbt^s , ^^adrahdt, and other' Mtesdali'; ^ibllofeiiig ' apetdflt^ direMd^s 



fom letters j 'f-o^h draft ma,tefialfe% and' ccmpls'tes ‘v^'ibus forms- ^d' dbaCei^ts; 
piwfreads completed materials for eri^rs ; may transcribe dictating machine 




mair^ serves as receptionist, 'fsf erring ’ teiephone c^ls' and 
appropriate staff members ; files materials in^’established’ files 



specified, procedure i may operate duplicating machines and other ^ office^ 
e<iui$ient.:: \ ‘ ' '■’ ■. .' ■' 



T . 



' t4inim\«s. oualiflcati’on's '. Possession 'of a all d State bf 
certificate of proficiency in shorthand for 80 words & minute'"^ ' 



and 



Posses’sibn of a y^id State of California' cei^ificate' of 
in typing for ^0 worfr’a minute.' ' ' ' ' '' 

and... - - . ^ 



Sdueation . jQtilvalcsat ' to’ ‘compliticn 'of the twelfth gWdeV (Clerical 



experiences sney be substituted for the required educetion on a year-^for-year 
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CLEHK-TYPIST 

S74*TE PEBSOMEL BOARD 
*^amM GCfVOTWT AGENCIES 
««BUSHi!SSS AND INDUSTRY 

DUTIES (CONTD. ) DUTIES (COro. ) 



Serves as reeeptioilist 
*^ai’ts on public 
^Answers routine inquiries . 
in person 

Uses laatbeaiatics 

' Mafe^es and- checKs simple 

aritDaetical computations 
**May perform arithmetic computations 
subject to check * 

Telephone ■ ^ ■* 

Ans'^ers routine inq^uiries by 
telephone , 

Operate- a small STidtchboard 
■ -messages .. ‘ ' 

^**Transf*ers calls • ’ 

»*Arranges for ret^-^rn • . ' 

; - 
Elies 

Indexes • • 

^Codes ,_ , • 

‘^Cross-references records or 
files according to 
established procedures 
*Do€ 5 filing alphabetical, 

numerical , chronological , 
and code 

*Puris and charges out 
««Maintains circular .files 
**Maintains tickler -for department 
affairs • • 

‘ Other duties 

■, iy. ‘ , 'Gh.ecks columns of figures 

^Receives and chsirges out supplies 

**processes varied orders 
. ' l*<^Maintrlns records 
>;,>• ne^papers 

««Ts?Jes dictation in longhand 



Other Idutles ■{ contd . ) 

*^Keeps supply room 
^fOperates transcribing snachines 
*»Assembles data from' various 
sources' ‘ 

^«May determine accufacy Of' ' 

JC.JUA, VA4lUCVV*WV^** ^ 

compafdsba to^a standard 
««24ay perfoiTE aH^thmeti'c compu- 
' ■ ■ tation^ subject to bheck 
**Segular3y performs a’ v^iety 
of clerical ifork 

' ■ PERSONALITY TRAITS ' 

^Friendly manher and attractive 
pefsonaiitjl^- 

»»High -eihoilbnal tolerance level 
*^Courteous 

»^Helpfal attitude" ^ 

SPEED BEQUIBEMENTS ' 

Typing— ^0 words per minute 
^Typing — UO net stroke words 
per minute 

*Typing-“45 net words per minute 
*Typing — 40-50 words per minute 
^Ability to type at 45 words per 
minute ' ' 

*«^rping — 50-60 words per minute 



CLEKK. GIHERAL OFFICE! 



STii3!E5 PERSOKKEL BOARD 
»0!mER GOVERM2JT^AGMCI|S 
^^USIliESS Md IRDTORY ■ 



KNOWlaSDGE .falDED 

' ' IL- I.-' V- - - ‘ ■ -I--* 

Aptitude for and ability to perform 
simple clerical work in,eluding 
ability to spell correctly, 
use good English , and make 
arithmetical cmputations 
Ability to follow directions 
Willingness to follow a prescribed 
routine 

^Independent action 
**Abiiity to grasp details quickly 
and retain them 
*^Aaslytical mind 
**Ability to learn 
^^Capacity to progress 

DUTIES 

Handles mail 
Opens 

Time stamps 
Sorts 

Distributes 

Assists in maintaining 
mailing lists 
Addresses, stuffs, and 
stamps envelopes 

’Sypes 

^Codes documents 
♦Prepares input data sheets for 
ccanputer operations 
♦Maintains timecsrds for a group of 
eiaployees 

♦Maintains such files as : 

Jacket files of work order 
in process 

Accumtilates daily work 
time tickets 
Prepares weekly repo 2 i:;s 
reflecting equipment 
in process 






DUTIIS (COTO^) 

';.i5v.: •. * 

I^es (contd.) -,i 

♦♦Fills inpfqrms or -.form, letters 
.. with names, addresses, dates, 
: . ap,d amounts 

♦♦Prom rough draft (handwriting) 
or from ordinary', corrected 
rtyp^written copy; Includes 
; preparation of correspondence 



, j,- » • “ . -1 , 

Uses following machines. 

Duplicator , ; 

.Other office appldanees 
Numbering . ; r ... . 

Dating . 

. , stamps papei:®. and documents 
♦♦Adding' maelitpes.\.j," ; 

♦♦Calculators . .. 

♦♦Knowledge of t^e^i.tervkeyboard 
for othei’’ ,j6ibs -o- 
♦♦Some knowle^e of typing'- skill 
.f6r..,s^e jjobs. 

. ♦♦Postage machiiies . 

r. ^ I , ^ ^ . “f f ‘ 



•} : 






Uses ' mathemati C8 • ^ ' 

Simple arithmetic computation 
♦♦Checking calculations 
♦♦Financial transactions 
♦♦Bank deposits 

♦♦Reconciliation of stat^ents 



Piles 

Sorts 

Distributes 

Files cards, letters, checks, 
and other documents 

Assists in maintaining files 
♦♦Alphabetical, numerical., and 
chronological 
♦♦Simple code 

♦♦Locates and removes material from 
files when requested 
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STATE P3BS0MEL BOAF"; 
MOTHER G0VEBKI4M A«CIES 
MD DJDlBTRy 



“ . V 



CimC . i GM5RAL OFFICE 



DUTIBB,("^NTI),) 



PSRSOHAIITy TRAITS 



Handles supplies 



♦Judgment 



Procures . . , , • 
Distributes.. .. 



♦♦Flexible 

♦♦Courteous 



♦Responsibility for accuracy 




■ .♦♦stores . 

♦♦Issues supplies and forms 
♦♦Receives incoming orders 

and maintains inventory 

Other duties 

Clips newspapers .and . pastes 
and arranges clippings 
Fills in and sends out form 
and circular* letters 
Looks up information 
Assists in compiling and 
tabulating simple 
stat.lstical data 
Assists: in maintaining card 
indexes 



♦♦Booltkeeping . 

♦♦Posts 

♦^Searches files for obscure ■ 
subject matter 

♦♦Class! f ies- , indexes , and. bri ef s 
subject- matter ■ of avercge 
difficulty 









SSLECTSD JOB DES C RIPTIONS FROM GQViilRNMT^ BU5ITOS, A]^B INUUS^, 

, •!• -...•.• ■ /. ■'-• I: "■ I?"' • ' 

Selected Government Job 'tiescrlt)tjLon8 foy Steriog^ apfes. ' 

‘ iiefinitioii*. :• TeJses ,5teaQgraphlc ;notes and transcrlt^s them on ^ a -typewriter, 
an^^perfo^s ,c]feric^ d^tie£| .reqLutring w. working Jmowla^^ of subject 
and the clerical functions involved ^d the ^use of ini-tiatlve and indoponften"^* 

«jr^ 4 *Vk 4 y% a _ 

^1 W 4 gyai^*» V W*W***** W» A X^— 

^ ^ ^ ^ ’. ■• * *" ‘ If 1 ^ 1 ' ' ''L*^ 

^ ^flTCpies of duties * Takes dictation, in shorthand pr op ^ (iteWptj^^^W&ch^QS 
and transcribes it on a typewriter- (An employee in this class oec'asion^ly may 
ti>ke 5 dict.^ti®® a jteQl^^al .or .scientifte • nature) . \ ^ i 






,.,^e8.^^sraJ^'t^ n^orand^jrrjsports^,. .stat^oi^^?^ t^les, 

ahd/dtei^c|l 8 . ■ .-• i... -v. -,;r ■•.,:■ r-ur ■ "■''i.'J</'^ r'f 



I * S . 



ff*-' 






/>;„*•■ > •'!. ,>r ,. 



Assists in checking and comparing canpleted work. 

” AnSers!^e taiephone,.i^9iu^i^.o^^^ a secret aiial ^switc^b^^d or 

doin^^ireli^j^'¥.,B.xi work^ refers p^ls to the.proper sources fqr |ni^^ 
and ‘routine inquire 

Acts as receptionist , <^irecting the public and others , and' furnishing 
desii^d;.i?^fPi^tion whenever possible. . r; 

M^ntihs office files , r%ords , and indexes ,, dncluMng, ti(^^ 
and foSow-ups. ; ' .'J , \ 



• ' , -'i. 

Receives and receipts for money in ccmection with "Che issu^ce of permits 
or l i oen^eg . the, making of .deposits .or the keeping of a petty, fund- 

irep^'es requisitions :for supplies and assists in genep^ 



Maintains .mailing lists and sends ovt jiaterial. su^ as letters ^j^eports, 
and qifeifoatiotts'^accor^ng .to ^ ..;,> , '. 



'U ^ •'* 

tr-; 



Incidentally operates office machines such as adding machines , addrosss^ra^a 
machines , transcribing machines , calculators., mijneographs or teletypewriters » 

May supervise 'l^pi^ work of employees ^slgn^ tb^^slst in 

the work- . ■ ' : 



Training .and experience: Ho es^perience .is required. , 



, 



< > 'r*”0 ' - 



• . 



Bidtati^^ #ate: 90 words per ^'nute 







SeXecrtad O ovegamsat Job descriptions fQ:_^.Stea^ rg^eys (^jontd* 



Su Mervisory coatrolg . Uorks mder the general s 
Of a hlSSer "gi^de ^ Perfoms ^ork according to esti^blished opemting -^ocedurss 
and recei^'es special assignments ^d,th verto or vritten ii^tructionB . 
is' suh^dct to review' for quality and quantity. , , , 



MS n^or duti es. Selves as Clerk~St ^nographer , and performs cleri-^al voris 
of typ§ ahd'd^!^lexity indicated belovr: 



i 



r: 



*5 ' 



ijC D I /^“ 



Takes dictation in shorthand and transcribes. May also trahScri1)€ 
dictation from records, utilizing a reproducer. Dictation coi^ists 



■ "mainlv of correspondence, >ep03:“‘ts, and procedures add involve^ ^rxety 
of siio^ct matter and terminology. Material is either typed in final 



form or in draft form as requested by dictator. 



jOn own initiative or fwm very brief verbal informtion, c<^ppses 
"^d ’^es'a /^iety of lett^sV 'reports and memo^crndTims.. '• 'Treq 
' ■ "must refer to preHously ' 'written’ r^^ other iata ay^l^Ie M ' 

the office or in other depot activities to seciire information for 

^n^ cc^osition, ^ . , . = ^ r ' 






Receives visitors to the activity and answers incoming telepbcne 
calls. Personally answers questions or solves^ problems whenever 
^possMe^' He’cords messages and informs personnel of calls x^ceiy^d , . 
while they were busy acid could not be interrupted or were ^ay ficai 
the office. ... ' 






Ba^ed on brief iristructions as to material needed, 



'^Ithin the activity to yhich assigned, for presentation OT ^scussion 
at conferences" within or* outside the installation, gathers all 



, available ^infomation from files, 

other personnel within tho office as needed for, required infQrmatxoJx. j 
Compiles and assembles Informat ion in the manner which sdll best serve 

,th^. need,_^.. ,, ■ ;= . "■ ' ^ 



' ^ Maintains office files of correspondence, regiaations”, directive: 

^tp» , .numerically t .^IphaTpetically or subject 

“ matter^ Sets up hew files as required for special projects. 






Performs production scheduling dutie;=? under 
Supervi-sory Administrative Clerk. 



Receiver repair work requests from depot activities and 
schedules input into i5iyisio!i,shpps. Coordiu^t®.^ Job 
Order Clerk on the actual time schedule asSAgnmeht" , 
requirements, and committments. Prepares work orders 
based upon existing priorities and in-progress service 
projects; allocates work order schedTile space sequence; 
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rijsss:ss.sg2i^t®>.^k£2^:2i2;»2S£^^ 



:?v ' 

, A X s a J B w nW 



Selected Qo^mment Job l^iscrliyfcions for stenographers (coxxtd. ) 

otiigiias’ aj^ys*o"j®X ,of B\^es^sps^^ Bjrsd^ictiqa Cto^l^He^ . '. 

routes to cob Order Clerk for necejssar^ action. 

!>-■' ‘Cv*“" t • '?!’•*• •' • ■" , ! . ' .> ■ ;.r‘ ■ -J 7 ',: .. 5 r t , 

•’* ‘ ia-^pajogress iaf'enaation* M«tse@ d^ot scti\dtleft 

'■^ -*■ ■ ^ of repair ' work statm oa orders is?-progress.:i. 'Mso^^sms 
feedback from Job Order €lerk on progress of vOTk orders =.t: 
and/or delajrs aaticdpated or encountered. 



•-.'.fS 



-‘. . i ‘ 



:iv 



l^§^ords’‘^liop -labor i^and costts ‘perl^ork c^der-.- - MaiitatSiid '■i- 
r^ciords 6f ,16b’ labor -and m&teriai -eosw^i?expended'dn': '^- 
eacih work order for reference use in work scheduHng. -- - 
Checks feedback information against work orders for 



:.:'iU 




develop parts, 

costs attributable to particular t^e equijsient. Assists 
Job Order cierk aecissary^’ to maintaf&’^rkflow, - 

Performs other duties, as. assigned. 



Deflnitioa. Under supervision, to, dd simple stdnogr^bliS' 
ia ta^ng and transcribii^^ dictation, typing, and in perfo^ing related 
b$Hci‘-’w6l‘k'5''iMd'''^o ■ do bther'^ork ag'^2:^ ' . " ' 



Job characteristics . The class of Junior Stenographer 




' %!yplcal. t^ ^d tr^scrlbe^ dictation consisting’' of boit*eb^S^teace, 

^p6i€bV'lSSraaS, and other ■ Miteri als '; ^ follbw iiig ' apes! fi d ^ 
form letters, "rough dirait matetisl'i’, caapletds 'v^ldus fb'rms dhd'^i^ts ; 
proofreads ccmi|>leted materials for. errors; may transcribe dictating machine 
record prepares stencils aiid other ffi'aterikis for 
ke.fps"* simple ■ recpr|Sj,^ fa^tmctibnsV -^sists ih' tb% 

tibn. and' Statistical' si^aries'r receives .'‘‘'distributes ,’^'^^fd^dtW^bhee 

mail; serves' ' 
appropriate 

specified procedure i may operate duplicating m^hines and other of f ice 

. . j. ... ■ 



lAniaium. ouaiifica'ti'ons i. Possession 'of ' a ^falid State bf 
certificate of proficiency in shorthand for 80 words & minuteV-^ ' *^' 

•. T .a 



f‘t 



and . 



Possession "of a ybj.id Sta'te of Cali'fbrhi’a' ceitificate* of 
in typing for hO wor&’"a minute.' ' '■' " ‘ 

_. .. .. and.. 

Sducatlon . Ziguivalen't’ to' Completion of the twel^h grt'^e. CClerlcaX 
experi^nc'5 may be substituted for the required education on a yea-T-for-year 
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Selected (ksver aaegt Job Descidptiona for Stenographers (eoatd^i) 

be>sis<«) Students who are enrolled in tlie last semester of the twelfth grade 
at the.time an examination for this class is aimowiced will;;he,?^dmitted to 
the ^ffiaination, hut they must submit evidence of graduation before th^ 

can he considered eligible for appointment* 

and;. ■ - , \ r-r. 

WTt/tLrT oSgpg pin d abiliti es : _ _ 

AMlity to:; perform simple clerical ond stenographic wo,r^j spell correctly, 
use good BigUsh, and make acitlimetie eemputationa; foll?» orrt and written 
directions*;..;.:.;. ’ *« ' ' .ta- 

r- . ,^d -r : . v.:;i - ■ • f: r;'. 

Special ".personal characteristics: Aptitude for perion^T^ simple 

cl erical^aad* stenographic, work; willingness, to follow a, presented routine. 



Monthly Compensation* ,r-.$329 3^5. ;3^2.- -SSO 399 









c . X ' ; - 



Selset«d Go^emmeat Job Description s for Clerk-^Evnist 



I ' * 



jy y 



^flnition . Under superksion> ’tp-. type from ordinary maa^crjpt 
nristed or t^^ew^lttea matter; to do simple clerical work and to do other 






" ^siealst&^k s. >.7fgoris , case. . ^epr^.f • 

sheets , carols ^ ar:d orders ", cuts stencils, operates duplicating iaac«dnes^ eM 
^ther;-.---^f^ce/,&ppIl#n.s£&i receives. 5 di statutes, , and dispat 
m^^rithp^: simile ce^mputatipnf 5 . _ maintains, 

-nwspapers;._ind^^§ aG^.^_les,; sd^^sseji 5envelo^P|? 




-W^ be.- ■ sd^'l^.ed .to the essmln^tipn •. 

' r' - ” .. ,aiid . .' ... ..... 

perform simp3.e clerical work: spel3. ■ cdrrectl^ , 
tellsh. and make arithmetical cemputations ; type at a speed cf r.ot 
IjO wor< 1 Sv.^^f^ 3 n|ite. from or^nary manuscript or printed or 

f oUow 'directions.. ! ..„ '., ~ i / ’.'. .... ' ''' . .’ ■ .... .' - ; • r.. r-:- 



and 



Special perisonal charactetdstics : Aptitude for perfoming si^le 

clerical Wrk ; willingness to follow s?. presciltM rotztine* ' 

,, Monthly Ctppen^ation : _ $325. 33T 35>3 . 371 . .589 ...,,., 



1$ 

m 



ERIC 
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f , I ***'!' 



r-y:sr^^*^-> . ...a 









W^' 



T.' m r i ■ ? 



BfjCTTrfW WW 



8elect€?d GoveimnQn'b J'ol) Descriptions for Cle?k«»Typl8t (con'td*) 



Dsflaitioa .’ ‘ Boes skilled t^ing worlt 'aad^pQ^fom& -generdi' 
requiring a working knowledge of sulsject matter and t^e clerical fiyacv^pna 
involved and the use of initiative and indepenuStit judgment xHthiil a recognised 
procedure. , , ,. . .. 







Arranges routine material for typi^ . , ^ , 

‘ ■ . . A 

Cuts stencils. 

'^he public or aOts^^s a receptionist in a s^alt' bfiti^ei angf.?ers 
z^utine inquiries in person or telephone. 



Indexes , codes and cross-references ■ records or files according to 
established procedures. 



'■ " Does ^1 'types of filing ( alphabetical;,' ntmericai;" car^^^^ 
snd-'pulls^ and chaises out file materi^\; " 'i T, y.V, ai iioS 



Sorts and arranges documents or correspondence in alphabekicai or ^isaerical 
«’afer. V,-. ■ ' ■ .-U'. , ..ti-MtoJi 

MnVoa roufcin© cli©cks of clerical worit for 'ficfflpiiance vlfSi 



VJ 



requirsEseits of form and content. 

Posts data, keeps records and prepares reports in accor^nce ii^^ 
pi»eSetem^ed' Toims and" proc^Siures.. ' ■*' ' '• ' ^ .. ;; 

Makes out Mils, borders, 'dotes, receipts, peMtsv 



operates various office machines or equijmient requiring li>#t|*^ specia31.Jsed 



Makes routine adjustments through telephone calls or interdispartmental 









C^ens'i -so^sl ti&e stamps' and routes * incoming^^maii 5 stUff&V seals , stamps, 
sisters land 'registers'* cutting ■’m'ail.;' • - - - ■■* ‘* 



Does comparing and proofreading. 






3e^&rches records 'md- files for datia'. 



..,'f V .K T’4> 

**' iu'v i h'» »*’ /' ’ 

Oesaputes and receives fees when the eauount is hot in question o?” is readily 
obtaias^le tesa fixed schedules. 



if 0 * * 

,> K • 



i' ■* ' ■ • f I • 



ic» ■■ 



’ '*< hiP* 
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Selected Governmenfc Jol) Descriptions for ClerIf.“»!IVT) ist (contd. ) 
Bequisitions , receives and charges out supplies. 

May operate a small telephone switchboard. 



Collects and delivers correspondence, records, packages, etc*, on regular 
messeiiger rounds, and txpon request . 



f^n imiaa Requir e ments : 

Training aind experience : Wo experience is required. 



. . Typewriting skill:,. Ability to type at the rate of 40 net stroke 
' ’ ' ■' 'w’crds per minute. . 



^ . SupervlBOiy controls . Receiving supervision, . from a higihsr graded employee, 
performs 'Wrork accordins to established procedures or specific insiiructions. . 
Work is reviewed for quality and quantity. 



Major duties . Serves as a Clerk-Typist , normally assigned to a specific 
activity, but reassigned as necessary. May receive training assignments 
leading to higher. level responsibility. 



Typical examples of work performed include; 



Types material from clean copy involving. verbatim .duplicates, material 
from rough drafts with clearly indicated revisions or from specific 
verbal instructions# and. tabular. material when items and simple 
headings are preselected or specifically identified. 



Biles' material numerically, alphabetically, by subject matter or.,. ^ 
according to an established system. Performs uncomplicated classifying, 
indexing, cross-indexing and searching of fil^s. . 



Receives, sorts and mutes inccmiing mail. Receives visitoro, answers 
inquiries, obtaiv^s, information requested refers to proper 
officios. Answers telephone, records mess.ages and infqr^as personnel 
cf calls. 






Uses dictionaries, manualr^ and other references to caapare and 
correct various correspondence, forms, packets, etc.; ^s^blcs 
information and data for reports , booklets , briefs , etc . following 

Maintains timecardjj for a group of employees. Posts time, leave and 
payroll information to cards; obtains required .initials , l eave alipa 
and medical certificates;, end makes „ notations on unuauaX-antries . 



Performs duties as assigned. 






-< 







Sclectfid GoverQfflen'b Job Descript.'ion3 for Clerk~‘3?ypj.S't (contid. ) 

salftTS’' range is $3o5 "to $497 per month ^ in scale positions, higher 
salaries are p^id for nightwork. 

Tht^. duties > A CIerk«I^jrpi£^t types; performs clerical duties requiring 
tlie exercise of independent Judgment; end does related vorlt* 

>TeqUir^e£i uS • 

1. ■ Graduation from kigh school; or • 

2. Standing as a high school senior. However, you cannot he 

: appointed, until proof of high school, graduation is submitted. 

! ' ‘ ' w • * . •. '‘""t 

• ibe ability to type k3 net words per minute is desired.- 

- ^ ^ V * • * 

If you- pass the. written and performance tests and interview, you.may 
then file your application with a $1,00 filing fee. 



Supervisory controls . Works under superidsion of CMef, Qu^ity Control 
Office. Supervisor assigns and reviews duties, indicates procedures to follow, 
results desired, and provides special instructions on non-routine problems 
encountered. Work is reviewed for accuracy and compliance with established 
instructions . 

" Mai<^~diitiesV " Perform clerical and t^ing duties required ip preparation 
of reportsv>’®o^'®^P®®^^^^® > statistical records., charts, and maxht^ijEU^ 
files of technical references, and inspection data. . . - . ■ 

• ‘.f • • Compiles, arranges;, and types reports of quality control inspections 

perfbjmed by -the inspe'ction staff. Obtains, infection frem.; Inspection 
, forms, turned Ipi-eiid in report format, ref lectim. inspected^ 

• ‘ ' ‘valuSi^j taai^ouTS quality effectiveness.* ^^epares and main« 

= / : tains Charts etnd graph^r f^om. .data gathered showing', yo^jaoad, acci^^cy, 

" V. and trendS‘.Qb?*e-vea--jx Applies,. a toowledge.,of work unit cost accomit ^des 
and inspection actiyltieF fc^ det;e^tdon .of work out of control . 

to he noted and .hroiJght ;to attentio.u pf .supervisor. , . . , 

Composes and types various correspondence, memorandums and firdetives 
•in .final form from brief -^^tes or insi^^uctions., observi^..-?n^fs i^pr form 
'and arrangement. . j^sw^^rs.;. routine coiu'esponde.nce, according t^,fP^cedent 
‘••:-..and existing policy, pre^pa^ring an.d typing replies for signatwd of 
■ supervisor based upon rinformatioa collected and assembled fres^ - 
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Select sd Goveromeat Job Descriptions for a.erk-ayp_ist _.( contd. ) 



* » * • « 

Heceives and reviews inccaning mail and determines proper disposition 
witMn the office tho.t it should be rout«^a to. Maintains a suspense 
■^ile on correspondence and other matters requiring reply or completion 
and follows-up as necessary to assure due dates are met. 



Maintains office files of correspondence, regulations, .apeexi^‘:»uj.ons, 
directives^ MWO's and technical references, numerically, alphabetically, 
or as best suited for the subject matter. Sets up new files as required for 

special projects . 

‘ Performs tmeheeping duties, maintaining timecards for employees. 

Posts hours worked and leave taken to the appropriate column of the 
the timecard. Obtains employee’s initials on timecards or authorxzed 
leave slips and medical certificates when necessary for leave t^en. ^ 

Makes notations on reverse of timecards to explain unusual postings jn 
the face of the card. Initiates personnel actions, tyxjes perform^ce 
appraisals and posts employee record cards. 



Receives visitors to the office and answers telephone calls. 



Perfoms other duties as assigned. 



Selected Government Job Descriptions for Junior Clerk,_ 

Junior Clerk . , , 

Bfejlnitlon '. Odder supervision, to perform simple 

varied nature 5 and to do other work as required. 



ClergL. General Office 
clerical of a. 



Tvnical tasks. Opens, time-stamps, sorts, and distributes maiXi address 
stuffs , stamps envelope s ; ' operates numbering and dating machines; stamps^ 
papers and documents; sorts; distributes, and files cards, letters, 
and other documeiits; procures bnd distributes office supplies; Clips s?.OTpapers 
and' pastes and ahranges the clippings; makes simple, aritlmetical 'ccsmpmatiyps; 
fiild in and sends oiil form kid circular letters ; looks up inf omatioir^ | 
ill 'compiling kid tk>ulat3,^' simple statistical data; operates duplicatirg 
machines and other office appliances'; assists in maintaining files, card 
indices, and mailing lists. 



'Education; Equivalent to completion of the 
twelfth gradeT f Ci€ ' cal experience may be substituted for the reqtiired 
education on basis.) Students who are enrolled^ in the l^t 

sweater of the twelfth grauo at the time an examination for this class is 
announced will be admitted to the examination. 

arid 

Aptitude for and ability to perform: simple clerical work inclu ding 

ability to spell correctlX4-US« good-Jlnglish,-andTnake-~axi:ehE-aud.cal. cemputa* 

tions. 
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SUMMARY OF REMARKS OF WESLEY P. SMITH 
STATE DIRECTOR OF VOCATIONAL EDUCATION 
•• ■ AT THE SACRAMENTO CONFERENCE 



Occupational training must be "based upon the perforroence req\iired in the 
actual joh. Any other basis is rot only unrealistic but it endangers the rights 
oi* both future employers of ihe traine^> 

A. Siilce. the .task o,f determining Job. performance, requirements for. tjhe i*^t\2re 
nas become so difficult — and since all occupational requirements, "both present 
and future, have become’ so complex— 'it is absolutely essential that all curri- 
culum planning in. vocational educa-tion involves. the direct and continuous 
-•■a^iisi-anee by employers. ■ • ... . , 

No longer is it possible to design occupational training programs, in 
isolation from the needs of the future projected hy actual employment trends. 

No longer is It probable. that, high school graduates can successfully 
enter force yithout advance preparation v Evidence is. alrea^ 

abundant, that Jobs, available for. relatively unskilled workers — and especially 
those who are seeking to enter the work force for the first time — are in no 
manner; nimierous enoiigh to take care of the employment needs of the bulge of 
youth. : ■■■;• 

Htindreds of thousands of young people are currently unmplcyed— and,.. 
■uneK 5 >lpyahle . To a considerable degree, this unemployment is a reflection 
of a basic deficiency in their education and training. , This disa.dvan.tage, 
if not remedied, will be carried with these yor’^g people throughout most of 
theiriwork lives -.-not only in the form of higher rates, of .niemploym,ent , but 
a^.Bo in. the. almost as- serious form of underemployment. 

For many students, the standard curriculum serves their .purposes., well — 
especially those whose target of college entrance is clearly in focus'. 

.. f 

But for those who wi±l be going to work at high school graduation, -the 
target is -fuzty, and so is the cuxri culum that prepares them for Job entry. 

When it is considered that more than one half the student population is . 
involved in this category, the problem is immense. 

= ‘ ■ .. In th( past , employers have often been quite silent as. to whatj they : 
really wanted in their new employees. If not silent, they. have Just as, oft^ 
.been unrealistic .by proposing only a "good, broad, general .edTic5.tion." 

Increasingly, employers must be more specific— and more realistic. It 
is expressly hoped that employers in the office occupations, through', these 
sessions, will add further to their past assistance by sharpening the focus 
upon the target of employability in such .occi^tions — so that the public 
schools can. provide the preparation that is essential for Job entry— and 
• that will provide th.e basis,..^pr the acquisition of further competency, oh t^ 
Job. As never before, the task of education is a Joia-L jenterpccise— end-^^ < 

.is-jevenjnore-sc _ .ln_Jthe -casao.f.-.vocatixmal_education, 

3 
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Selected Government Job Descriptions for Jtaiior Ci 
Cl'syk^ General Office { coj^td. ) 

S^^£•'c^^fees records arid files for data. 



Coiiip’ates arid receives fees when the amount Is not in question or is 
readily obtainable frcan fixed schedules. 

Requisitions, receives and charges out supplies. 

May operate a small telephone svitchboaid. 

Collects and delivers correspondence, records, packages, etc., on 
messenge: -founds and upon request. 

^oimiim req\airenignts- r 

Training and experience: Ho training or experience is required. 



Clerk 

Supervisory controls . Receiving supervision from a higher graded ^sployee, 
performs work according to established procedures or specific instructions. 

Work is review^ed for quality and quantity. 

Major daties. Serves as Clerk, nonnally assigned as necessary. 

* > ' V 

Tir'pical examples of work performed include: 

Piles matei'ial numerically, alphabetically, by subject matter 
or according to an established system. Perfcms unccmplicated 
classifying, indexing, cross-indexing and searching of files. 

Receives, sorbs and routes incoming mail. Receives visitors, 
answers inquiries, obtains information requested and refers to 
proper officials. Answers telephone, records messages and informs. . 
personnel of f'al } « * 

Usee dictionaries., manuals and other references to compere and 
correct various correspondence, forms, packets, etc.; assembles 
information and data for reports, booklets, briefs, etc., following 
specific guidelines. . . 

Maintains timecards for a grpup of employees, Posts time, leave 
and payroll information to cards; obtains required initials, leave 
slips and medical certificates; and makes notations on unusual eatrdes. 

Perfo.t^-"Other duties, ms. assigned. . ' , . 
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sheeted Business'’ sad Industsy J o b Describ ti ons for Stenogcraphers ( contd« ) 
Stenographer 

Stenographers are used in many of the departments ^ith this ccanpany. 

She is on call bb tel^.e dictation, transcribe rotes into typewritten cepies, 
following company practices as to form. Uses electric typewriter. She cuts 
mimeograph stencils and hectograph master copies. She generally begins in 
a speno pool or in an office with combined clerical duties. On Job training 
and opportunity for ad'/ancement . Weekly salary ranges from $76.00 to $30.50 
at the start; and from $95.00 to $98.00 at the top. Hours of work are 8:00 
A.M. to 5:00 P.M. 

Qualifications . Along with general q.ual3 fi cations necessary for all 
Jobs with the company, she must be an accurate typist and. take dictation 
and transcribe notes accurately with at least average speed. Good knowledge 
of spelling and grammar. Mental ability and capacity to advance. She 
shoiald be able to express self in a clear and natural manner. Only high 
school education required, but more is desirable. 



Stenographer 

Job Duties; • ' • ■ 

1. Takes and transcribes - dictation. - ' 

2. Performs Dictaphone and copy typing,, -incljiding- correspondence, 
reports, etc.- 

3. Prepar'.'^s stencils and masters for reproduction. 

4. Prepares various form-i using typewriter or by hand.> 

5. Performs various general office clerical duties, including answering 
telephones and maintaining files. 

General Information : 

High school diploma is required. 

Must pass a typing test of 50 to 55 words per minute and a dictatioa ' 
test of 80 words per “minute. 

Beginning salary is $97-56 per week with automatic increases to $118.76 
upon completion of 2o months. 



Selected Business Industry Job Descri.t)tions for Stenographers 



Stenographer Clerk I - 

Classification summary . Takes, dictation and transcribes notes on 
typei^iter. May do some tranacrib-Hg from dictating equipment . Performs 
other general clerical duties, as directed; 

... . ^ ‘ . > 

Primary duties-.. 

t • • ^ ^ • • r ’ ’ ' " ' 

. . . . • , -t * • . 

li ./T^dtes -dictation of .an; uncomplicated nature from, one or more 'per&ons . 

2. Transcribes shorthand notes on typewriter. May also be required 

r ,-to tr-anscribe.', from: -dictating equipment'; 'v • • ■ ‘ 

3. - Does miscellaneous, typing and-clericalj work such as typing fom 

. letters f simple -tables and. reports. . 

k» May file or maintain a: set of files ;• 

5. May answer telephone and take messages or answer routine questions. 

Factors Points 

Training and experience . High school graduation with 6 

courses in typing and shorthand. "Wo experience reqoiired. 

Msinual skills . Ability to type at least Uo words per 18‘ 

minute and take dictation at 80 words per minute. 

Responsibility for accuracy . Most outgoing mail is . . ; 5 : 

signed by a supervisor who is responsible for its 

accuracy. . . - • ^ ' 

Responsibility for direction . None • ' 2 

Responsibility fox decisions .. ' None - ^ • 

Responsibility for contacts . May have routine contacts 5 

with other departments in connection with assigned duties. 

May answer telephone and take messages or give routine 
answers . 

Total .Evaluation Points 4l • • 



Steno Clerk 



Under supervision, performs! general clerical duties including taking 
and transcribing dictation. Tyr)es letters, reports and memoranda as required. 
May serve as departmental recepHonis'^ Performs, miscellaneous filing. 



Selected Business and Industry Job Descriptioiis for .Stenographer (contd.) 

Basic work week is five days UO hoxirs , with shift staidiing no earlier 
than T:^5 'A.M. and ending no later than 5 :30 P.M. 

Employees hecc»iie eligible for fringe benefits "upon completion of a 
six-month jprobationary period. ^ 



Selected Biasines?! and Ic^nstiy- Job Descriptions for IVpis;^ 

Clerk-^P^l'st-A 

Regular Duties : 

T^es correspondence, memoranda, reports, charts , or .other material 

for 0 X 14 ©r sore department officers 

I?rom rough copy, ora3. instruction, and reference material, 
types material in proper form; inspects completed work for 
correctness and neatness; submits to supervisor for 
signature; prepares signed material for mailing. 

Takes dictation in longhand, if so directed. 

■ Pe^oims several. of the following duties.. . .{ 

Records information on department records. Receives reports 
from branches, other departments, or other firms; records 
information pertaining to department fwictions on ledgers 
" or other forms; reviews work for accuracy, and balances, if 
; . ’ applicable; prepares new cards, sheets, or other records:,: 

as needed. 

Greets visitors; ascertains ^lati^e of call; directs or 
; ' , accomp^es visitors to appropriate person. : : . 

t * ** • . V, . 

■ ' ■ ' Files diepartment records, reports, correspondence and msaioranda, 

as directed. . .j.- . . • 

Answer^ telephone; transfers call to appropriate person, takes 
■' message , or gives request.^ information j ^arranges for return 

call if necessary. 

Trj^.scribes dictation by use of transcribing machi.ne.^ . 

Opens, time stamps, and distributes incoming mail for 
department or section. 

Maintains SPM and C-Cireulsr fiXes; makes changes -and- files 
sheets as received. 
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S elected Biisiness and Industry Job Ds •'•‘.riptions for Typists ( contd. ) 

Compiles and types various reports, such as absence report, 
overtime report, and production report. 

As directed, performs other duties when necessary or as time 

permits; maintains supply closet, prepares stencils and other 
originals for duplication, and maintains tickler. 

Specialized Knowledge : Typing 

Minimum Past Exp erience, ^foat and Where Apquired : None 

i>H.nimum New Experience Acquired on the Job : On-the-joh experience 

Office Machines or Equipment and Frequency of Use * 

Typewrit er-cont inually 
Adding Machine -freq_uently . 

Various duplicating machines-frequently - : . 



Clerk-Typist 

Siirmwfiyy . To perform a combination of clericsJ. duties requiring a typing 
vhich meets Company standards — and a knovledgs of departmental 
functions and processes. 

Quali lying dut i es . Perform a combination of duties requiring proficiency 
in typ jTi g which meets' tompany standards, and in such cleric^ functions as 
posting, tabula-tings assemiding, and processing data., preparing reports and 
distributing information . 

Operate manual and/or electric typewriters to copy correspondence, 
reports, statistical data and manuscripts. Type reproduction mvasters from 
prepared copy. Proof-read material for errors in grammar a,nd punctuation. 

Transcribe machine dictation when required. 

Work assignments include assisting high classified, employees by following 
easily understood instructions and/or procedures, exercising some independent 
action and judgment. 

May operate other office machines and equipment as required. 




Selecfc gd Business and Industry Job Descriptions for Jxinior’ Clerk, 

Clerk, General Off ice. .- ■ . .... ‘ 

■ “ ■ " ' C 3 erk,' Jianior 

Performs routirie clerical duties rec|uiring little discretion, sv.ch as 
posting data, checking calculations and matching documents. May rece-ive, 
store and Issue office supplies .and foims as required. May. receive incoming 
orders and maintain necessary inventory and us^e records. May pick UP, sort 
and deliver interoffice and outgoing mail; may pick up and deliver mail to 
post office, operate :P0 stage machine, make routine deliveries, Itoder super- 
vision, may per.Corm routine filing of correspondence and similar material, 
afr^ged aXphahe tically , numerically, chrconologically or by sij3U>l® tode. 
Locates s^d, removes. material from files ’^.hen .requested, • ■ 



GoneraJ. Clerk 

Summary , Performs tj^^ing and clerical duties, involving a thorough 
knowledge of standards and operating procedures. This classification inclu<fes 
such duties preparation of loan papers and checking accuracy of legal • 
documents. 

Duties. Types from rough draft (handwriting) or from ordinary . corrected 
■typewritten copy. This includes preparation of correspondence under these 
conditions. 

, ' * J . * 

Pills in forms or form letters with such information as names, addresses, 
dates and amounts, which have usually Tjeen assembles by 0"thers or gathered 
from routine sources. 

Classifies, indexes and briefs subject matter of average difficulty 
from correspondence , ne-wspaper and magazine c 3 J.ppings and reports . Searches 
files for obscure subject matter. 

Sorts, classifies and prepares incoming and outgoing mail for distribution 
where a knowledge of functions and operations is required. 

Performs arithmetic computations , using^ calculating machines to make 
extensions. Posts columna-r data. May prepare columnar charts and graphs. 

Initiates ov responds to extensive public or employee contact for exchange 
of information. 



General Clerk 

Performs routine clerical duties which require some discretion as to 
office procedures . May include such duties as compiling data for reports ^ 
tabulating, posting, checl<:ing calculations, comparing figures.,, 'recei'vd.ng 
and/or conveying routine Jinformati on. 




Selected Business and Industiy Job Descriptions for Junior Clerk , 

Clerk. GeneraiToffice dcontd.) 

Clerk G eneral 

Smmaary v To perfom a specIT-^.c clerical job assignment in any department, 
requiring a basic knovladge and training in a specific Job assignment, depa3ii- 
mental functions and processes. 

- Qualifying duties . Perform cleric&l work in any department requiring a 
basic knowledge of "the functions , work procedures and methods of a specific 
Job assignment. Duties require responsibility for accuracy and dependability 
and ar normally accomplished by following established practices and procedures . 

Devise clerical procedures within established practices to effectively 
carry out assignments. 

Obtain information and facts from vraried sources in order to perform such 
duties as posting, tabiD.ating, compiling and processing data, maintaining 
related reference files and records. Ma;/ prepare graphic presentations f^m 
verbal or written instructions. 

Apply a knowledge and familiarity with forms used and processes involved. 

Work assignments may include giving guidance, instruction, and/or 
assistance to other employees, as well as the use of office madhines and equip- 
ment . 
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KEYBOAHD BONUS PLAN 
(Selected Sections of a Bonus Plan Used by a Large Organization) 

Additional Compensation for Jobs Requiring Keyboard Sh.ills 

General . . • < 

^4> 4-^ ^7 Q Tjoov flvniifthlp to elisibl© western HOO10 

Office keyboard skill employees (full time typists and y^itype opera>* */Ors, 
stenographers apd secretaries, transcribers, key punch operators and 
teletype operators at levels 02 through 09 inclusive) and first line 
supervisors of sections having keyboard functions. The bonus may be granted 
at. the ' time of hiring, or fpllwing employment provided the employee has 
an *’Xncrease Recommended** salary classification and meets eligioility 
standards as listed belov. .. 

Typists and Varitype Operators (levels 02 through O^i). 

Amount of bonus: 

■ Babic: $2.50 per week — Typing test score of w.p.m. 

with 85 per cent accuracy 

Intermediate: $5.00 per week— Typing test score of 50 w.p.m. 

with 90 per cent accttracy 

Advanced: . ’ $7.50 per week— ayping test score of 60 w.p.m. 

• ' ’ . • . pgj. accuracy 

Stenographers and Secretaries (levels 03 through 09). . 

Amount of bonus: 

Basic: $2.50, per w^ek— Typing t.est score of 40 w.p.m. 

with 85 per cent accuracy 

Intermediate: $5.00 per week— Typing test score of 50 w.p.m. 

with 90 per cent accuracy; 

■ • ■ ■ or 

Typing test score of UO w.p.m. 
with , 85 per cent , accuracy and 90 

• ' ■ ■ ■■ w.p.m. ' dictation speed with not 

' ’ more than 10 errors. 

Adviced: ' $7.50 per week — test score of UO w.p.m. with 

’ ' ' ’ " 85 per cent accuracy, suid 120 w.p.m. 

dictation speed with no more than 15 
• • ' errors. 

.or 

0 . ■ • ’ , • Typing "^^st scor^ of 50 w.p.m. with 

" • : • . - 90 per cent accuracy and 90 w.p.m. 

.r • ‘ dictation speed with no more than 

■ < ‘ 10 errors. 



Transcribers 



Mount of bonus: 
Basic : 

Intermediate : ' 



Advanced: 



Keypunch Operators 
Mount of bonus: 
Basic: 



Intermediate: 



Advanced: 



$2.50 pel' week — Typing test score of Uo w.p.m. 

vith 85 per cent accuracy 

$5.00 per week — Typing test score of . 50 w.p.m, with 

90 per cent accuracy'? 

oir' _ ' 

Typing test score of ^io w.^’.m. 
id-th 85 per cent accuracy and 90 
w.p.ji.- dictation sp^ed with no 
more than 10" errors , 

$7.50 per week — Typing test score of 60 w.p.m. 

with 90 per cent accuracy; , 

or 

Typing test score of i^0 w.p.m. 
with ■ 85 per cent accuracy and 120 
w.p.m. dictation speed with no 
more than 15 errors ; 

or 

Typing test score of 50 w.p.m. 
with 90 per cent accuracy and 90 
w.p.m. dictation speed with no 
more than 10 errors . 



$2.50 per week — Typing test score of lid w.p.m. 

with 85 per cent accuracy; 

or 

Machine knowledge, and 150 key 
punch strokes per minute with 9 ^ 
per cent accuracy, 

$5.00 per week — Typing test score >f 50 w.p.m. with 

90 per cent accuracy; 

or 

Machine knowledge, and 175 Key punch 
strokes per minute, witH 95 per cent 
accuracy, and knowledge of one major 
function or its equivalent. 

$7.50 per week — Machine knowledge, and 225 k^ p\mch 

strokes per minute, with 98 per 
cent accuracy, and knowledge of two 
or more major functions or their 
equivalent . 
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In addition to the above, bonuses will be granted to first line supervisors 
(Section Supervisors and Assistant Section Supervisors) supervising 
personnel eligible for keyboard skill bonuses. These bonuses, if unearned 
at time of promotion, will be granted only after the supervisor has 
completed a reasonable period of satisfactory performance on the job (i.e. 

six mont-lis) ? Bonuses \rill be resbricted to supervisors over 
sections where all or nearly all jobs utilize the above skills. 



Salary Maximums 

Extra compensation of $7-50 per week will be continued for those jobs 
which req_uire keyboard skill, subject to the following maximum limita- 
tions : 



Amount By Which 

Job Level Maximum May be Exceeded 



02 


$3.00 


03 


2.00 


Ok 


3.50 


05 


1.50 


06 and above 


.00 



Keyboard bonus employees and supervisory personnel at levels 06 
and above, while they may qualify for bonuses of v:p to $7.50 per 
week within their salary range, may not at any time exceed their 
salary maximian as a result of any bonus. 




